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Make Your Own Ruled Forms 


These hands are preparing 
the stencil for a ruled form. 
With the new A. B. Dick 
Mimeoscope® illuminated 
drawing board, you can do 
this easily and quickly in 
your own office... make 
new forms the moment they 
are needed. 

Then with MODERN 
mimeographing you can 


produce these forms—tens 
or thousands of sharp black 
on white copies—at speeds 
msi 180 per minute. Other 
s features of MODERN 
mimeographing include 
duplicating on al- 


most every kind Se 
of paper and yy es 
card stock. 


For more information and samples of mim- 
eographed ruled forms simply mail the cou- 


pon below. All A. 


Dick mimeograph 


products are for use with all makes of suit- 


able stencil duplicating products. 


A:B-DICK 


THE FIRST NAME IN MIMEOGRAPHING 


ma 
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A. B. DICK COMPANY, Dept. 0-351 
5700 W. Touhy Avenue, Chicago 31, Illinois 


At no obligation, please send me: © Samples of ruled 
forms and catalog of new A. B. Dick illuminated draw- 
ing board 0 Information about A. B. Dick mimeographs 


Name_ 
Organization 
Address 

City 


___Position__ 











YOU accomplish 


more with the 








right approach! 





( and that goes for business systems, too! ) 


You'll be surprised by the efficiency and 
conomy you can get out of office systems 
nd forms—if you use the right approach. 


One of the largest builders of steel tanks 


esigned their whole order and invoice sys- 


m around a CouitHo offset master plate and 
repaid handsomely in more efficient and 
onomical paper work. Theirs is a typical 
Sone write” system. Information from the 
stomer’s purchase order is typed on a 
LITHO plate. Then, a few turns through an 
set duplicator and they have customer’s 
knowledgement, invoices, debit memo, 
uge tables and shop orders. You can see 
w they've speeded their paper work and 
iminated the errors that go with rewriting. 


*The next thing that happens saves more 
¢ 


time and work later on. The Co.iruo plate is 
filed to have it right at hand for later re-runs 
—shipping statements and bills of lading. 
This application demonstrates a time and 
cost saving use of Coxituo plates which can 
be adapted to many business systems. In 
addition, Co.itHo plates will improve the 
printing standards of other offset duplicating 
work—letters, forms, reports, plans, bulle- 
tins. CouirHo plates are remarkably easy to 
prepare—on any writing machine—by hand 
—by anyone. As for printing clarity and 
durability—well, the best thing is to make 
your own comparison. 
Why not send for information sample 
plates and forms—right now? 
i Chances are you'll find them packed 
full of ideas worth real money to you 
... no obligation, of course. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
101-3 Herb Hill Road, Glen Cove, L.1., New York 
New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


(e) 


OFFSET MASTER PLATES 


A “one write” system 
that expedites your paper work. 
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switch from this 


4 


No 


easy steps 


skill required to 


| produce beautiful 


bin 


ding 


PUNCHING: Insert 
paper...push down 


> handle. 


3 


4 and remove finished job. ; 


INSERT: Slip covers 
and sheets onto open 
rings. 


we” 


CLOSE: Release handle 


eo 


do beautiful GBC PLASTIC BINDING 
right in your own office or plant 


Add prestige...color...attention-compelling appearance 
to reports, catalogs, presentations, and all printed and 
duplicated materials with this handsome plastic binding. 
NEW GBC portable equipment quickly...economically 
plastic binds loose pages of all sizes into easy-to-use per- 
sonalized booklets. Pages turn easily...lie flat...fold 
back to back for easel applications. Confidential and 
secret material may now be professionally plastic bound 
by your own personnel...right in your own office! Dura- 
ble plastic bindings are available in a complete range of 
colors, styles, and sizes. Complete GBC office equipment 
costs less than a typewriter...saves more than 50% over 
old fashioned fastener-type covers. Anyone can operate 
..-lasts a lifetime. 


General Binding Coponation 


WORLD'S LARGEST PRODUCERS OF MECHANICAL BINDINGS 
@10 WEST BELMONT AVENUE CHICAGO 14, ILLINOIS 


Mail coupon for details and SPECIAL TRIAL OFFER 





’ General Binding Corporation, Dept. 0-3 

; 810 West Belmont Ave., Chicago 14, Ill. 

' Please send me Bulletin 1500, describing your new 
' low-cost portable GBC plastic binding equipment 
: ...also 2 handy memo books bound this modern 
' a. way. Tell me how | can try this equipment with- 
; out obligation. 

t 

] 

i 

t 

I 
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Name 





Company 





Address____ 





How GSA Is 
Managing 


Government 
Records 


GARNETT L. ESKEW 


Office of Public Information and Reports, 
General Services Administration, 
Washington, D. C. 


HERE is need in Government right 

now for 3 million sq. ft. of space 

to house the nation’s expanding De- 
fense Program. At this same moment 
5 million sq. ft. of inactive Government 
records clutter up space which could 
be put to use for this more valuable 
purpose, if those reeords (many of 
which have been collecting for a century 
or more) could be legally “eliminated.” 
What is being done about it? 

Sinee the General Services Adminis- 
tration in mid-1949 was made respon- 
sible for managing records of all Gov- 
ernment agencies, work in that direc- 
tion has been going forward by: 

1. Studying the various Government 
agencies’ present methods of managing 
and disposing of their records. 

2. Working with those agencies to im- 
prove those methods. 

3. Establishing records centers to 
which the accumulated records of Gov- 
ernment agencies can be transferred, 
thus releasing valuable live space for 
more important purposes. 

As is generally known, the records 
problem of Government is an old and 
aggravated one, running back to the be- 
ginning of the Republic. Until recent 
years no systematic plan of handling, 
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Pulling records from storage cartons in the 
Government's San Francisco Records Center. 


filing and disposing of records had been 
developed in any Government agency. 
Since 1940, however, many individual 
agencies have indeed established records 
management programs and set up their 
own record centers in which to store 
records which could appropriately be 
moved to them. 

Under the present law which came 
into being as a result of recommenda- 
tions of the Hoover Commission, GSA 
is charged with developing standards 
and procedures for the management of 
the records of ail Government agencies. 
What has been accomplished thus far by 
GSA, therefore, has been upon a Goy- 
ernment-wide seale. 

A Hoover Commission task force re- 


SAE RESON aie Nag itey 











~ ld records in depository-type filing cases at the new GSA Washington Records Center in 
: Alexandria, Va. 


port indicated that the following funce- 
tions should be considered in any well- 
rounded records management program: 
management of correspondence, control 
of reports, control of administrative is- 
stances, control of paper forms, control 
of paper work procedures, microfilming, 


Bil service control, files control, 
records retirement, records storage 
centers, reviewing requests for space 
and equipment for records. So GSA 
used those elements in checking the 
progress already made in records man- 
agement in 80 separate agencies. Their 
programs varied enormously — there 
was no consistent pattern as to just 
what actually constituted records man- 
agement in Government agencies. 

By bills introduced into both houses 
of Congress, however, the functions of 


records management were officially de- 
fined and the duties of GSA under the 
law were spelled out. These duties in- 
clude improving the existing procedures 
and techniques, which govern the mak- 
ing of new records; maintenance of 
records which are already made; and 
disposal of records when they are no 
longer needed for current operations. 
GSA has_ proceeded accordingly 
through the Records Management Di- 
vision of its National Archives and 
Reeords Service. Within the last year 
it has taken certain concrete steps in the 
direction of carrying out those responsi- 
bilities. The purpose of this article is 
to report on what has been accom- 
plished : 

The first ageney worked on was the 
National Capital Housing Authority, a 
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Introducing the BW COPYF : 


a NEW 


pollo ssid bt 
ake teallat= 


to simplify 
copying 


It’s ideal for ‘‘desk-side’’ copyin 
needs no inks, stencils, trays, plumb- 


ENON: 





ing, exhausts or special room lighting. ! 


Uses BW Diazo process, long employed by industry, to make 
exact low-cost positive copies. First machine specifically designed 
to use this quick, clean, easy process anywhere in your office. 


p> In seconds, the BW Copyflex gives you 
an exact, smudgeproof copy of anything 
typed, written or drawn. 


> It’s far cheaper and faster than ordi- 
nary methods for obtaining 1 to 100 copies. 
Copies 81/4.” x 11” in size average less than 
2¢ for all costs. 


D> Locate it anywhere in your office—it 
requires no installation. You, your secre- 
tary, or anyone else can operate it easily, 
without special training. 


Copying is so simple! If your letter, 
record, or document to be copied is on 
ordinary translucent paper, you simply in- 
sert it into the machine with BW Copyflex 


paper. Within seconds you receive a crisp, 
errorproof, smudgeproof copy—flat, dry, and 
ready for immediate use. The 100th copy 
is as sharp as the first. 


If your original material is marked on 
both sides, or is on opaque paper, the ma- 
chine quickly makes a copy on BW reflex 
film—which is then used to make as many 
regular copies as you want. 


BW Copyflex is the fastest, most eco- 


nomical way to make 1 to 100 copies of © 


reports, records, orders, invoices—on letter- 
head, printed form or graph paper. It re- 
duces paper work a hundred ways, saves 
time and cuts costs. See how BW Copyflex 
can help you . . . send the coupon today. 


Specialists in copying since 1897. 
Sewanee CHARLES BRUNING COMPANY, INC.-———— 
100 Reade Street 


Please send me your booklet, "New . . 


Dept. U-31 


Wl 
2 


Copyright 1951 
Charles Bruning Co., Inc. 


New York 13, N. Y. 
. the BW Copyflex."' 


Title 





Company 





Street 





City 
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small organization. It was found that 
1500 cu. ft. (about 2/3 of all the 
agency’s records) could be eliminated, 
thus freeing something like 1500 sq. ft. 
of space for needed office use. 

But Jess Larson, head of GSA, felt 
this program should really begin at 
home. So attention was turned to GSA’s 
own offices and a pilot operation in- 
augurated. The survey involved three 
component parts: National Archives and 
Records Service, Federal Supply Serv- 
ice, and Public Buildings Service. There 

ere found great quantities of records 

eld over from predecessor agencies 
hose work GSA had assumed. Not 
sing active, these records could be 
ransferred to less valuable space. By 
oving these and other files to a Records 
enter and depositing them in different- 
ype containers, about 80,000 sq. ft. 
f space and some 5400 metal and wood 

e cases (valued conservatively at $30 

eh) became available for more vital 


To care for the accumulations of 
»ords removed from live office space, 


A has proceeded to establish strategi- 

ly located records centers in four of 
s ten regions: Washington, New York, 
ieago, San Francisco. From Govern- 
nt offices located in those areas, ap- 
Foximately 3000 tons of records have 

Ready been removed to the records 
e@nters, thus releasing much needed 
ce to meet demands of Government 

Zencies, expanding in the defense pro- 

: Many times this original 3000 

is slated for removal in the future, 
when the limited storage facilities can 
be enlarged. To illustrate how the 
records center plan works, take the 
Washington operation: 

The records center for the Washing- 
ton areas is set up in nearby Alexan- 
dria. It oceupies the former Naval Tor- 
pedo plant. The interior of this struc- 
ture was renovated to meet the needs; 
shelves, files cases and racks installed. 
Thus far, 500 tons of old records from 
GSA have been moved into it; and 1000 
tons more from other agencies are on 


10 


the way to Alexandria, Va. 

Since all space in the Pentagon 
Building is at a premium, with the De- 
fense agencies rapidly demanding more, 
it was necessary to clear out extensive 
areas in the Pentagon basement by re- 
moving tons of records. Two thousand 
tons so moved have been ‘place in the 
former Alexandria Torpedo Plant. 
(While GSA and the Defense Establish- 
ment use the same facilities there, the 
military program operates independent 
records centers for security reasons.) 
From some half dozen other Govern- 
ment office buildings in the Washington 
area more records are to be sent to 
Alexandria, and will continue to be sent. 

The same general policy has been car- 
ried out in the other regions where 
records centers have been established. 
Into the Chicago Records Center have 
gone 40,000 cu. ft. of records from the 
former War Assets Administration’s 
Cincinnati and Chicago regions, and 
from the Housing Expediter’s Chicago 
regional office. 

The New York Records Center has 
received 60,000. cu. ft. of records from 
the Immigration and Naturalization 
Service of the Department of Justice; 
the Home Owners’ Loan Corp.; and 
former War Assets’ Philadelphia, New 
York and Boston areas. 

In the San Franciseo area, some 25,- 
000 cu. ft. from the Philippine War 
Damage Commission; from the Hous- 
ing Expediters’ office and the adjacent 
regions of the former War Assets, have 
been transferred to the local reeords 
center. 

As of course nearly everyone is aware, 
the law forbids the destruction of any 
Government records without the consent 
of Congress. That does not mean, 
naturally, that Congress must examine 
each and every piece of Government 
paper and decide what to do with it. 
Instead, Congress approves schedules 
which make it possible to dispose syste- 
matically of records—correspondence, 
forms, requisitions, ageney rolls, orders, 
proclamations, ete., (except those which 
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“Tt am—in a nice way of course! You sec, I 
handle figure work at my office. 


‘*That’s why I asked my boss to get me a new 
Comptometer. It’s wonderful!” 


(No doubt about it, you can’t beat the new Compt- 
ometer for handling all office figure work. Fast, 
accurate, economical!) 


“Naturally, my work must be accurate. 
With my new Comptometer, I can work at 
lickety-split speed... and know it will be!” 


(Exclusive three-way error control prevents er- 
rors caused by faulty stroke . . . assures first-time 
accuracy.) 


“On every count, the new Comptometer is 
the answer to an operator’s dream! The 
colors, for instance, were selected to prevent 
eyestrain.” 

(Other features, too! Effortless Floating Touch! 
Giant answer numerals! Finger-form key tops! 
Decimal points in logical position!) 


- 


two NEW 
machines! 


And who is better qualified to 
judge the new Comptometer 
than operators who use this 
lightning-fast adding-calculating 
machine? The new Comptometer 
handles office figure work with 
maximum speed and accuracy ... 
with minimum effort and expense. 
.. fora 
convincing demonstration 


For more information . 


call your nearest Comptometer 
representative today. He’s as 
near as the nearest telephone! 


COMPTOMETER 


REG. U. S. PAT. OFF. 


FELT & TARRANT 
ADDING-CALCULATING MACHINES 


Made only by Felt & Tarrant Manufactur- 
ing Co., Chicago, and sold exclusively by its 
Comptometer Division, 1715 N. Paulina St., 
Chicago 22, Ill. Offices in all principal cities. 


N.W. AYER & SON 











write that order 
Fast—Complete—Correct 





[A gentle tug 
*-—the forms 
‘and carbons 
Bare apart! 
‘Uarco makes 
"E-Z-Out Forms 
or any record 
combination 
you need. 


UARCO Incorporated 


Chicago 4, Illinois 


with UARCO E-Z-Out Forms 


Heu 


FORMS 
HOLDER! 


© With Uarco E-Z-Out Forms, your salesmen write only once— 
yet make all four records that complete an order: (1) house order, 
(2) customer receipt, (3) salesman’s copy, and (4) office record. 

The job is that quick! Your men don’t fuss with carbons— 
they’re pre-inserted; they don’t make additional records—one 
writing makes them all. With each copy colored, numbered, or 
otherwise identified! 

And now this light E-Z-Out Forms Holder makes order writ- 
ing an even easier task. Note illustration. It’s pocket size; holds 
forms for all day; has a metal writing plate; filing compartment 
-..a complete order unit your men use standing up. 

Efficient? Certainly—but then, Uarco makes all paperwork 
that way. And can for your organization. These E-Z-Out Forms 
area good example. Mail the coupon for free samples. Examine 
them; you'll see! 


UARCO Incorporated. Factories: Deep River, Conn.; Cleveland, Ohio; 
Chicago, Ill.; Oakland, Cal. Sales Representatives In All Principal Cities 


LARCO 
Room 1619, 141 W. Jackson Blvd. 4 A 


INCORPORATED 


Please send samples of Uarco E-Z-Out Order Forms Business Forms 





have permanent value and which go to 
the National Archives for preservation ) 
after certain stated lengths of time. 


Therefore, the records centers to 
which Government records are sent must 
be earefully operated, and their con- 
tents constantly kept track of. Han- 
dling great masses of records in such 
a way that they can be conveniently and 
compactly placed, and at the same time 
be easily referred to, is the responsi- 
bility of the trained archivists and as- 
sistants who man these centers. 


There is another aspect of records 
center operation which embodies a vital 
element of the Government’s entire pro- 
gram for keeping down the future ac- 
cumulation of Government records. That 
is the disposal technique. 


In accordance with the schedules 
which Congress has approved, lists are 
maintained at each records center which 
govern the screening and disposition of 
the records that come to it. By those 
lists the archivist in charge knows when 
records of a certain type, class and date 
can be disposed of. Which means, of 
course, that he with his assistants must 
keep “up on his stock,” knowing when 
this or that batch of agency records, 
all sereened and separated, can be dis- 
posed of in accordance with Congress’ 
schedule, and take the steps necessary 
to have those old records burned or 
pulped and sold. Such is the way Gov- 
ernment records are being handled un- 
der Public Law 754 (1950) which 
placed overall responsibility for their 
management under GSA. 

In furtherance of the intent of the 
law, trained records management spe- 
cialists now go into the various agencies, 
upon request, to study and survey the 
manner in which records are being main- 
tained, and suggest and help install im- 
proved methods. Plans are now being 
worked out which will provide a kind 
of “birth control” for Government 
records. Everyone, who knows any- 
thing about it, knows that too many 
records are being made—in Government 
no less than in private industry! 
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Step Up 
Production 


with faster communication 
between Key Departments 


fm. ENGINEERING 


EXECUTONE Intercom puts every department 
at your fingertips—instantly! 


Production moves faster when you 
don’t have to wait for information. 
With Executone you talk to any de- 
partment, anywhere in your office or 
plant—instantly! No time lost run- 
ning back and forth. No waiting on 
“busy” inside phones. You get more 
work done—faster! 


In the New Executone voices are 
amazingly crisp and clear. Installed 
and serviced by Executone-trained 
technicians. Low cost Executone soon 
pays for itself in dozens of ways. 


WRITE FOR NEW BOOKLET B-8 


AXOCUIOME 


COMMUNICATION & SOUND SYSTEMS 
415 Lexington Ave., New York 17, N. Y. 








Two New Machines 
for FASTER Handling 
of Office Mail... 


multiSealer 


Save employee hours—eliminate last minute rushes with 

¢ MultiSealer. Seals thousands of envelopes an hour. 
Adeal for statement and invoice mailings . . . and for seal- 
jing payroll envelopes, too. Feeds, seals and stacks auto- 
Matically. Adjustable moisture feed and all-new metal 
Bealing blade assure positive sealing. Gray wrinkle 
Bish, Immediate delivery. No increase in price! Check 
° coupon and mail today. 


ommmnercial multiOpener 


Opens and stacks 
thousands of envel- 
opes an hour, auto- 
matically. Enables in- 
coming mail to be dis- 
tributed and acted on 
faster. Uniform cut- 
ting. Complete safety 
of envelope contents. 
Gray wrinkle finish, 


ONTOS COMMERCIAL CONTROLS CORPORATION a 
1 Leighton Ave., Rochester 2, N. Y. 0-31 | 

| 

| 

| 

| 

| 


I'd like a demonstration of your MultiSealer 0; 


Name 





Firm. 





Address. 
City. 


Da es ce ce ce a ces cs ee a es cn Some eee ane eee em ame ee 





r 
| 
| 
: ; Your MultiOpener (1); Send literature 1. 
I 
! 
I 
| 
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Defense Planning 


Because of the necessary governmental 
regulations and restrictions designed to 
control the foreseeable wartime economy, 
and because of shortages of qualified 
help, material and equipment, the volume 
of paperwork in_ industrial offices 
throughout the nation is beginning to in- 
crease manifold. Fortunately or not, the 
situation as it appears today parallels 
the conditions existing in 1941, and most 
of us in the field of management were 
sufficiently exposed to the problems ex- 
isting then and have learned many les- 
sons as the result of our experiences. 

However, there is every prospect that 
if World War III should develop out of 
the present conflagration that this coun- 
try will experience some direct damage. 

We, of course, hope that these condi- 
tions will never arise, but on the pros- 
pect that they might, considerable at- 
tention is being paid to decentralization 
as well as duplicate and triplicate sources 


‘paper makes a difference!” 


of supply. Many large institutions are 
giving serious consideration to the idea 
of microfilming their records and storing 
duplicate copies at far distant points. 

The help situation is already acute. 
Office employees are being drafted and 
moving to greener fields. New employees 
with satisfactory qualifications are al- 
most impossible to find, which means 
that once again it is going to be neces- 
sary to lower standards and raise the 
age limits, An education program is 
going to be needed, such as specialized 
synoptic courses, refresher courses in 
many office techniques, and some form 
of training within industry must again 
become the vogue. However, as dark as 
the picture may look, we have a strong 
feeling that we are much better equipped 
to meet the challenge at this time than 
we were in 1941. Consequently, overall 
a more efficient job should be done. 
W. H. HANSEN, Assistant Seerectary 
and Treasurer, Landers, Frary & Clark. 
New Britain, Conn. 


Mu 


A CORRECT PAPER 


FOR EVERY USE! 


. rag bonds for letterheads with 
envelopes to match . . . onion skins 
and manifolds for multi-copy rec- 

ords . . . legal sizes, plain, legal or 

testimony ruled .. . printed “Copy”, 
manuscript covers . . . ALL pack- 
aged in convenient hinge-top boxes 
that fit any desk drawer... 


ASK YOUR STATIONER FOR 


EAGLE-@)| PAPERS 


PAPERS 














AMERICAN WRITING PAPER CORPORATION 
HOLYOKE MASSACHUSETTS 
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WHICH ONE WILL 
YOUR SECRETARY 
TRY? 


No. 972 
GLIDEMASTER 


Your secretary will never know 
Cor you either!) how much a 
Sturgis posture chair will do for 
her heath, well being and job 
| performance until she tries one. 
+ So ask her which one she'd like 
* to try. Then tell her to,call your No. 624N 
Sturgis dealer*, who will bring SMILEMASTER 


it to her and fit it to her. No *We'll send you his name if you don’t know 


: . it. We'll also send you a stimulating book- 
obligation naturally. let, “The High Cost of Sitting”’. 


POSTURE CHAIR CO. 
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SPECIALIZED ACCOUNTING SYSTEMS by Henry 
Heaton Baily. John Wiley & Sons, New York, 
pp. 579, $6. 

A brief explanation of the accounting 
principles which apply to businesses that 
are not ordinarily covered in books on 
principles and theory: contractors, de- 
partment stores, small loan and finance 
companies, building and loans, commer- 
cial banks, insurance firms, stock brokers, 
water utilities, railroads, motor carriers, 
airlines, etc. Text includes the con- 
struction of the system and its pro- 
cedures. Changes in laws and business 
procedures are extensively covered as is 
punched eard accounting, and the design, 
selection and preparation of forms. More 
problems, from actual business opera- 
tions, have been added. 


FUNDAMENTALS OF GOVERNMENTAL AC. 
COUNTING by Lloyd Morey & Robert Phillip 
Hackett. John Wiley & Sons, New York, pp. 
518, $5.50. 

This, the second edition of a work 
which appeared in 1942, contains the au- 
thoritative and acceptable principles of 
public accounting which today represents 
20% to 25% of the country’s total finan- 
cial operation, The authors explain the 
difference between public and private 
business and the differences in account- 
ing procedures, budget making, financial 
reporting and auditing. They describe 
the accounting organization needed and 
show its relation to other departments. 
Typical transactions illustrate each of 
the principles set forth. 

(Continued on page 123) 


SAVE YOUR METAL RIBBON SPOOLS 
Your supplier may soon ask you to turn in 
old spools when you order new ribbons. 
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HANGING 
FOLDERS 


Make work easier for 
your file clerks with 
Oxford Pendaflex — 
the hanging file sys- 
tem. No more strug- 
gle with sagging 
folders — Pendaflex 
folders stay up- 
right, fit any cab- 
inet, cut costs 

up to 50%. 


ave 
Sa, 


OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 


Send us your Pendaflex Catalogue, and name of 
nearby Pendaflex dealer. 


Company 
Address 
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the H.C. Allen typewriter 


with the new touch, means fast, 


effortless typing 


ae 





You ore invited #0 9 
quire obout © limited 
number of deolerships 

ae sill evoilable. You will 


Typing is easier because the R. C. Allen has 27 improved 


features. Lighter touch . . . quicker action . . . greater 


visibility! An exciting assembly of features designed to make a 
typing machine of smart appearance . . . new dependability. 


Selling is easier because the R. C. Allen “Standard” has the 


highest profit margin in the field. A fast-selling repeat item .. . 
an item of reputation . 


‘ : then understand why 


‘ Rg. C. Allen has long 


been the Number One 
. . pre-sold for you through continuous } partner of the office 
and intensive national advertising of the R. C. Allen name. ; machine dealer. 
It pays to stock the best. 


R. C. Allen is the only company offering the independent dealer a full line of 
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AG OU is niisirice's haw vada 


in ADDING MACHINES 


Low priced . . . High quality . . . Top dealer discounts . . . Wide choice of models. . . 


8 OUTSTANDING 


Model 65 


Direct subtraction .. . 
Light weight . . . easy 
to operate. Now used 
extensively by thou- 
sands of small busi- 
nesses from coast to 
coast. Only $132.00 


Model 75 


A true R. C. Allen 
‘leader’. Direct sub- 
traction in red, visible 
dials, automatic ciear 
signal and wide 4%” 
carriage make it a top- 
notch seller. Only 
$157.00 


bs 


= 


ELECTRICALLY 





Model 715 

The motor does the 
work. A super-fast 
7-column model ideal 
for both desk and 
store counter use. Com- 
plete array of ‘'stand- 
out" features. Light- 
weight — portable. 
Only $235.00 


Model 1015 


Ideal for banks and 
accounting depart- 
ments. 10-column ca- 
pacity. Wide 5%” 
carriage accommodates 
variety of forms. Visi- 
ble dials, automatic 
clear signal, direct sub- 
traction. Only $310.00 


ep 


models with famous R. C. Allen ‘‘STAND-OUT’’ features. 


LE 
HAND Fes Fes 
OPERATED 4 


Model 70 


Priced same as “65” 
but with extra bank of 
keys. A fast operating 
straight ‘‘adder" with 
visible dials for visual 
protection, Adds to 
100,000.00. Only 
$132.00 


Model 805 


Large 8-column capac- 
ity. “Stand-out" fea- 
tures include visible 
dials, automatic clear 
signal, direct subtrac- 
tion in red. A ‘‘must" 
for the medium sized 
business. Only $185.00 





OPERATED 





Model 915 


Perfect for every office. 
Large-fast-simple to 
operate. Precision built 
for years of service. 
Packed with R. C, Allen 
famous features. Adds 
to 10,000,000.00. 
Only $285.00 


Model 1315 


The ultimate in adding 
machine performance. 
For statistical or gov- 
ernment work. Giant 
12%” carriage for 
multi-cotumn forms. 
Withstands hardest 
treatment. Only 
$510.00 


R.C.Allen Business Machines. Inc. 


679 Front Avenue, N. W. 


Grand Rapids, Mich. 


ADDING MACHINES + CALCULATORS - BOOKKEEPING MACHINES - CASH REGISTERS - TYPEWRITERS 
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> plays an important part 


in the manufacture of 


PANAMA-BEA VER products 


You visualize us as a huge organization 
producing typewriter accessories by the carload. 
Pause to think, too, of the cool, sure 
planning — the scientific elimination-by-trial 
— the utter proving which comes first. 
Every ribbon and carbon formula — each detail 
in the intricate process of their develop- 
ment to finished products — marks a progressive 
triumph in the application of modern Science! 








Ebony Hectograph 


Produces jet black copies on 
any spirit duplicating machine 
-s-requires no special fluids... 

no offeet... handles C-L-E-A-N 





MANIFOLD SUPPLIES COMPANY — 188 Third Avenue, Brooklyn 17, N. Y. 
Coast to Coast Distribution 


SAMPLE SENT UPON REQUEST 
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HOW MUCH NEATER OUR 


RECORDS LOOK... NOW THAT WE’RE 


USING HAMMERMILL LEDGER! 


if 


Hammermill Ledger has been making accountants’ 
work "easier" for more than 36 years! i 


Why do so many thousands of experienced ac- 
countants make Hammermill Ledger their No. 1 
choice? Here are some of the reasons: 

They know that a top quality ledger paper can 
save them minutes—maybe hours—every working 
day. 
They know that Hammermill Ledger provides 
them with a non-glare surface that saves eye- 
strain, speeds pen and pencil work, stands 
erasures and rewriting. 


You can obtain business printing 
on Hammermill papers wherever 
you see this shield on a print shop 
window. Let it be your assurance 
of quality printing. 
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They know that Hammermill Ledger takes ~ 
sharp printing impressions, rules perfectly, has 7 
a splendid texture for both typewriting and ma-~ 
chine posting. They know that for machine™ 
posting they can specify the special finish iden-7 
tified by the watermark ‘Posting Finish.” 

They know that Hammermill Ledger is tough, © 
durable, long-lived—that their records will keep™ 
their crisp snap through years of repeated ~ 
handling. 

See for yourself why so 
pa — ——— on r 

ammermill edger and g a 
specify it year after year. a a 
just send the coupon fora | ; ; 
ree sample book. E j 

Su j 
sanst 
Hammermill Paper ig ee Pa. 
1463 East Lake Road, he samp 

Please send me—FREP OR 
of HAMMERMILL L 
Name 


Position 
(Please attach to, 


le book 


letterhead.) 





TIFFANY 
STANDS... 


First choice of 3a Model *S" 


Office Workers and . q 


vy 


Management x 


f bhoy Ww 


Available with extra 
drop leaf on right side. 


Tirrany STANDS give greater protection to both office machines 
and operator. Heavy precision construction and exclusive design features 


assure sturdy, non-creep, sway-proof service ... help eliminate machine 


) noises and vibrations as well as operator fatigue .. . provide easy and safe 


portability . . . high or low drop leaf arrangement on either side of the stand 





. compensations for uneven floor surfaces . . . protection against tripping 
and snagging hosiery. Completely adjustable to provide a firm foundation for 


* every type of office machine. Longer life for lowest annual costs. 





Literature on request 


ON SALE AT BETTER 


TAND €O. DEALERS EVERYWHERE 


POPLAR BLUFF, MISSOURI 
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HUDOGRAPH 


dictation means 


Added 


Business 


Capacity 
for with Gray 


AUDOGRAPH 


your correspondence output increases 
up to 30% and more with less effort 
...and the same man-hours! 


Dictating and transcribing 
are E-A-S-I-E-R 


with AUDOGRAPH 


The Gray Audograph: the ideal dictating 
and transcribing machine that records on thin, 
lightweight, long-lasting plastic discs, each 
holding up to one hour’s dictation. These discs 
can be resurfaced for reuse up to 50 times and 
more. You don’t have to throw them away after 
one recording! 





TRADE MARK "AUDOGRAPH™ 
REG. U, S, PAT. OFF, 


@ AUDOGRAPH sales and service in 180 prin- 
cipal cities of the U.S. See your Classified 
Telephone Directory — under “Dictating 
Machines.” Canada: Nortnern Electric Com- 
pany, Ltd., sole authorized agents for the 
Dominion. Overseas: Westrex Corporation 
(export affiliate of Western Electric Com- 
pany) in 35 foreign countries. 
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SAU 


@ Send me Booklet 3-R — '‘Now We Really Get Things Donel!"’ 


@ Title 
@ Street 


Lo 
OGRAPH. 


@ THE GRAY MANUFACTURING COMPANY, Hartford 1, Conn. 


If you are not yet concerned about 
being caught shorthanded due to the 
National Emergency, you may be— 
and sooner than you think! 

AupocraPH dictation brings to you 
and your staff the ingredients A B C 
—Added Business Capacity—the 
means of maintaining personal and 
office output despite a possible loss or 
curtailment of personnel. 

Before a personnel shortage strikes, 
investigate AupocraPH A B C, Just 
mail the coupon as the most impor- 
tant step you can take toward pre- 
paring for the growing pressure to 


produce. 





ELECTRONIC 
SOUNDWRITER 


RRR ST 4 a rey 


gh eA TR Nts BRR, RR i toe aE 








When competition gets keen... when buy- 
@rs compare... sales depend on quality of 
product! 


pr years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


PETER J. SCHWEITZER, INC. 


Mills at: Elizabeth & Spotswood, N. J. © Address inquiries to Elizabeth, N. J. 


LARGEST: SPECIALIZED: PAPER: LABORATORIES -IN- THE UNITED STATES 
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Now use Victor Custom 
models for most calculating 
jobs: figuring operating and 
budget ratios, sales percent- 
ages, P. and L. statements, 
many other problems. They 
add, subtract, multiply, divide 
and automatically compute 
credit balance. Fastest, least 
fatiguing keyboards ever built. 
Totals 999,999,999.99, 


+] 


—__¥ 
oO 
‘Lhe Cudtom 7 
Two Great Models: Full Keyboard or 10 Key 
nD 


noneiaan | —m 


SPOR tn NA cea a 





Machine! 


Movable decimal marker 
speeds calculation. Point off 
decimal places by pre-setting 
the marker—eliminate counting 
columns on tape. Speeds calcu- 
lating, multiplication, division, 
addition, subtraction of decimal 
equivalents. 


Victor urges you to act now to meet mounting figure problems. 
Call the Victor Branch or Dealer listed in classified phone book. 
Or write for full information about the Custom Models. 42 basic 
models from which to choose. Only Victor offers a choice of 10-key 


fosen gate fod ~ooy > or full keyboard models, electric or hand operated. 
capacity Victor machines. VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 


The World's Largest Exclusive Manufacturers of Adding Machines 


WHAT IT TAKES 
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Inside Dimensions FIBRE BOARD 
DRAWER FRONT 


; File PRICE 
Width Height Length} No. Single Carton 


12 - 10%. . 24 | E210 . . $3.55. . $3.45 
- 10%... 4 3.35 


2% ; ‘4. 
i e 4.23 
10% . 3.10 


3.40 
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PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N_Y 


Many of America’s top corporations recognizing this fact, are 

demanding thet their office force use QUEEN QUALITY PRODUCTS 

EXCLUSIVELY for every type of office work! ) 
Thiey know that work done on time, efficiently, and correctly—is a 
valuable business premise —they know that QUEEN QUALITY PRODUCTS — 
perform consistently — Perfectly every time! 
For anything that makes a copy —write us. We manufacture it 


© CARBON PAPERS 


pe, Ra pmusten ors 
© CARBONIZED ROLLS 
Write Today for your Free Samples 


of the Queen Quality Line! © SPIRIT & HECTOGRAPH 
DUPLICATING CARBONS 


UEEN RIBBON & CARBON CO., INC. 


Executive Offices : 
128 Wythe Avenue Brooklyn 11, New York 


Factories: Brooklyn, New York and Chicago, Illinois 
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Keyboard 
for Harmony! 


MONROE 
Adding- 
Calculator 





MONROE 
Adding 
Machine 





MONROE 
Bookkeeping 
Machine 





Never a discordant note in the smooth 
rhythm of figure production when 
operators’ fingers glide effortlessly 
over the “Velvet Touch” keyboard of 
this Monroe Adding-Calculator. 


It’s so light, compact... occupies 
no more space than a letterhead yet 
is engineered for full speed and ac- 
curacy. Small wonder operators who 
know say figures flow when it’s a 
Monroe. 


Write today. Learn how Monroe 
can solve your particular figure prob- 
lem. There’s a model for every need. 


MONROE 


MACHINES FOR BUSINESS 


MONROE CALCULATING MACHINE COMPANY, ORANGE, NEW JERSEY 
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I you saw an ad like this— 
wouldn’t it make you stop and 
think? Are you—or other key 
men in your company-—still sign- 
ing checks by hand—wasting ex- 
ecutive ability on a task handled 
in thousands of firms by the Todd 
Protectograph Signer? 


A new time study survey, analyz- 
ing the financial loss due to hand 
signing of checks, shows that a 
$25,000 a year executive, signing 
2,000 checks a week, is wasting 
$5,000 a year. And he’s distribut- 
ing 104,000 “samples” of his sig- 
nature for crooks and forgers to 
copy. 

Protect executive time, signatures, 
company funds—with a Todd 
Protectograph Signer that defies 


MMMM eo 


EXECUTIVE WANTED: 


year executive 


9,000 checks @ 
and 


$10,000 4 


Applicant must 
standing ability, 
record of ach 
good, legib 


proven 


jevernent and 


Je signature: 


duplication by means of tamper- 
proof lock and non-resettable 
counter—and speeds up check issu- 
ance. Mail the coupon and we'll 
send you time study survey and 
full story of the Todd Signer. 


THE TODD COMPANY, Inc., Dept. 0, Rochester 3, N.Y. 


Please send us a copy of the survey “Cost of 


Signing Checks by Hand” —without, of course, any 
cost or obligation on our part. 


ROCHESTER NEW YORK 


PRINCIPAL CITIES 





SALES OFFICES IN Address 





City. ee OMM NORA SMR Nal eee 
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SaaS awaits oy, A Said, 





DUPLICATING PRODUCTS 


The Famous 
Here’s the reason opera- 


tors prefer TEMPO — TEMPO 

(and dealers get re FILM STENCIL 
peat business.) : Impar- 
tial tests* prove that 
TEMPO—the ORIGINAL Film. stencil—will 
produce better copies than any other stencil, 
regardless of typewriter used for cutting. Try 
TEMPO FILM just once—you'll never be satis- 
fied with any other. 





* Write us for proof. 


TEMPO 500 INK E TEMPO Electric DUPLICATOR 








» That‘almost unbelievable’ i - » » push button control 
* wage S388 quick-drying ink! ia e High speed production without waste. 

oo “it onmimeograph | ¢@ Single sheet feeding—no wasted paper. 
pei ‘very COpy a perfect re- _ © Metered ink control—no wasted ink. 
production. _ ° ueoenecter jogs copies into even stack. 

Write for inp thontng aeneaiets BS . “seni aoe mais: for finer papers. 
lii 7 s : oe - 
ine of Tempo Duplicating Supplies. | BUILT FOR LIFE-TIME PERFORMANCE 





MILO HARDING COMPANY 


Established 1904 
432 WEST PICO BOULEVARD, LOS ANGELES 15 
317 THIRD AVENUE, PITTSBURGH 22 
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the new improved 


SWIFT 


an outstanding 


This 6/2 pound Adding Machine 
is in big, growing demand 


Extensive research has enabled us 
to produce a new, improved 
Swift Adding Machine—a portable 
adding machine with 9-column 
capacity, visible adding dials and 
all-steel case. 

The tremendous response of the 
trade and public has shown them 
quick to recognize the handy port- 
ability and value of this new Swift 
Adding Machine. 


Dealer orders are snowballing. 
Every day we receive many letters 
from consumers, inquiring about 
the Swift...and from dealers, 
telling us about the wide, growing 
interest. 

We are doing everything pos- 
sible to fill our dealers’ orders 
...and to place more Swift 
Adding Machines in the hands of 
the public. 


SWIFT Business Machines Corporation + Great Barrington, Mass. 
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When you buy a 
1B. F. GOODRICH PLATEN 





YOU'RE BUYING 


DEPENDABILITY 





REMEMBER, 
buy your 
B. F.GOODRICH PLATEN 
from your local — 
typewriter 
dealer 


Nationally distributed by 





World Wide Distributors 
TYPEWRITERS + PARTS 
PLATENS « TOOLS 


SHOP EQUIPMENT 
AND SUPPLIES 
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Dependability and long service under 
hard wear are built right into every 
B. F. Goodrich platen. Each platen is 
individually tested before it leaves 
the factory and is fully guaranteed 
to be free from any defects in work- 
manship or material. 


Why take chances? When you're 
ordering platens just say, "B. F. 
Goodrich." Then you know you're 
getting the best! 


The best platens are made by 


B. F. GOODRICH 
FIRST IN RUBBER! 


SHIPMAN-WARD Mec. Co. 


325 N. WELLS ST. - CHICAGO 10, ILL. 
Phone DElaware 7-1090 - Cable “SHIPWARD” 











Bates 
Numbering 
Machines 


The world’s stand- 
ard for excellence. 


Bates 
Date Finders 


More than a cal- 
endar — avtomati- 
cally sets up 
monthly calendar 
until 1975. 


Bates 
Automatic 
Eyeleter 


Feeds, inserts and 
crimps eyelets in 
one automatic 
action. 


Bates 
Refill 


5000 rustless 
Brass staples each 
loading. 


Bates 
Model C. 
Stapler 


Makes its own 
staples. One load- 
ing—5000 staples. 


BATES QUALITY 


ood an assurance of long life and customer satisfaction 


Rae aad? 


Bates 
Samson 
Punch 


Powerful, easy to 
use—perforates up 
to %" of paper. 


Bates 
Mercury 
Staples 


Precision made 

from highest grade 

cadmium plate 
steel wire. 


Bates 
List Finders 


Data desired is in- 
stantly before you. 


Bates 
Mercury 
Staplers 


Wide range of 
models for every 
requirement. 


Bates MunKee 
Silent Stamp 
Pads 


Reversible, renew- 

able filler for long 

life, clear impress- 
ions. 


Bates 


All Bates products give lasting satis- 
faction and represent the highest standards. 
Backed by 60 years manufacturing experience. 


Perforator 


Easiest action, 

large waste con- 
# tainer. Compact, 
3 Economical. 


The Bates ‘Manufacturing Co 


bens vane oe 30 —_ Street 


aS New — ee 
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(2. constructed 


of strong, clear cel- 
lulose acetate which 
is non-inflammable. 





Insert any label in the 
six inch strip—then snip 


the strip to desired | ‘| VICTOR 


un / JX ~ MAK-UR-OWN 


Trade Mark Reg. U. S. A. 

Moisten gummed skirts— ee ; 
push onto sheet and [> . oe CELLULOID INDEX TABS 
press. Skirts assure uni- | Yes, indexing problems disappear when 
form extension. Victor Mak-Ur-Own Tabs go to work for 

you. They'll save time— increase efficiency. 
Simple, easy to use—in 7 colors, 3 widths. 
See them at your dealers! 

















Perfect for indexing 
sales catalogs, note 
books, directories, 
etc. In sets of 5 or 8 
with Mak-Ur-Own 
Shield Tabs attached. 
Sheets are 28 Ib. buff 
ledger stock with 
linen reinforcement 
on the binding edge. 
7 hole punch. In all* 
popular sizes at your 
dealers. 


If your requirements call for tabs of 
uniform size, use the best—Victor Mak- 
Ur-Own Shield Tabs. Die cutting elim- 
inates sharp edges and prevents tearing. 
Four lengths and seven colors. Ask your 
dealer about them. 


THE VICTOR SAFE AND EQUIPMENT CO., INC. 
NORTH TONAWANDA, NEW. YORK 





ay Oe 


FINER MATERIALS # BETTER PRODUCTS 


DOMESTIC IMPORTED 





ONT ii aullicarlceeiite supplies ‘for 
@laclolse-lalomn alelotels Matelaleitcveitia-tes 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 





Moller Products Corp. 


21 WEST STREET NEW YORK 6, N. Y.. U.S.A. 
Telephone HAn r 2-5425 
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eae trmetin bi Ln 
Shim aiiimaulie sueeitee : 


—F NOW Furnished with headings 


'——— printed to your specifications . . . 
= at remarkably low cost to you 





















































@ Made of high rag content substance 28 green tint ledger stock. 

®@ Pen ruled and green edged © Eliminates eye strain and eye glare. 

@ Excellent writing surface @ Will withstand erasures ® Headings are printed to — 
your specifications—a real time-saving feature. 


ALL SHEETS PUNCHED TO 


FIT STANDARD BINDERS 
SHEET SIZES 


3 100 


s few 
order dings to 
You moy in fed hea 
sheets W with Boy order. 
* 


Wa" x 117" : mpies ond 


d for 
| * x 14" — rT oF crriculars 








i ee © Figs 


cys S-K FORMS COMPANY 


4 
aa! 309 WALNUT STREET - PHILADELPHIA 6, PA. 
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WE WILL SEND YOU free samples 
— Frankel’s exclusive dealership plan. Write 
today. 


Name. 





Address 








sc aaa SS 


KLEAN WRITE GREEN STENCILS ARE 


EASY ON THE EYES 


» Comparison proves 
| Klean Write 
Stencils are the 
world’s finest 


@ Glare-Pruf— 
Perfect visibility. 


@ Perforated film— 
eliminates any 
possibility of 
glue on hands, or 
mimeograph 
machine, when 
using film 
stencils. 

@ Will not be 
injured by hard 
set, water soluble 


@ Accurate top 
printing that 
registers perfectly 
and that can’t 
be rubbed off. 


@ No necessity of 
interleaving 
papers. No 
bleeding of color 
onto backs; no 
drying out. 


@ Available also 
in Blue, Yellow, 
White and Black. 


FRANKEL MANUFACTURING 
COMPANY 


DENVER 2, COLORADO 
In New York City, contact 


; Crystal Copy Corporation, 23 West 23rd Street 





” All New Remington Portable Typewriter 
—just the right size for fastest... best 
typing performance, has many exclu- , 
sive features that make it easier to sell. 


Invincible Carbons and Ribbons 

— pacemaker of a balanced line of 
typing and duplicator supplies 
priced to sell with profit! 


TOPflight Adding Machines 
—the greatest success story in add- 


Remington Portable Typewriters 
TOPflight Adding Machines 
DEALER SALES DIVISION Invincible Typewriters and Duplicator Supplies 


315 FOURTH AVENUE, NEW YORK Victor Safe and Equipment Products 
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ee ae ing: 
Electronics in Account! . 


Already, many large and small businesses 
are using IBM Electronic Business 
Machines to speed their work. Every day 
more of these machines are coming off 
IBM production lines to save time, money, 
and effort for more companies. 


The Electronic Calculating Punch, 
one of the g types of IBM Electronic 
Machines, is pictured above. It is used 
for all types of accounting, statistical, and 
scientific computations. This machine 





(TBM 


TRAOE MARK 


figures payrolls, for example, at speeds 
hitherto impossible. In one minute, it 
computes the net pay of 100 people, 
multiplying hours by rate, subtracting all 
taxes and other deductions, adding 
overtime and bonuses. 

IBM’s leadership in applying elec- 
tronic principles to punched card account- 
ing machines has given greater speed, 
accuracy, and economy to the vital 
processes of calculating and accounting. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 





590 Madison Avenue, New York 22, N. Y. 
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This man knows how to 


other men’s heads 


Before Jim Harris became president he 
learned the terrific value of other men's 
ideas. He learned to use other men's 
minds in group thinking—for their good 
and the good of the company. 

When we showed him the “Y and E” 
Conference Top desk he looked it over 
carefully. Finally he said, ‘That is for 
me—and it is for every one of our offi- 
cers. It is wonderful . . . for two reasons: 
First, a group can pull right up and go 





cy 


WENTRA-TORE 


GRAN 


1020 JAY STREET ° 
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to work without wasting a minute. 
And second, it is a constant reminder 
...@ reminder that the real purpose of 
a big desk is to give all your men 
room to put their ideas on it.” 

Your needs may be like Jim Harris'— 
or quite different. "Y and E” makes 
office equipment of all types that can 
help you make your office more effec- 
tive. For complete information call 
your local “Y and E” representative. 


ROCHESTER 3, N. Y., U. S. A. 
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why take less 
than the best? 
atl 





mercury products 
measure up to the highest standards 


By every standard Mercury Rollers and Blankets 

are your best bet for finer reproduction and economical 
operation. Because they are precision built, of superior, 

de luxe quality materials, you will find you. can get tip-top 
results with less press adjustment, less paper spoilage, 

and greater ease. Next time, try Mercury! 





RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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NOW IN OUR 
30th YEAR 
Reg. U. S. Pot Off. 
MANUFACTURED ONLY BY THE MULTISTAMP CO., INC. NORFOLK, VIRGINIA 


No. 1—RUBBER STAMP 
AND SHIPPING TAG SIZE 
g°° f.0.b. 
factory 
COMPLETE OUTFIT 


Durable case includes 25 stencils, 
ink, ink brush, stylus pen, writing 
board, illustrated instructions. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


Prints on Postcards - 


Shipping Tags - Labels 
Boxes ¢ Cartons ¢ Packages 


ALSO FORMS, BULLETINS, MENUS, LETTERS 


Fast, economical, accurate way to make copies. PRINTS 1000 OR MORE CLEAR COPIES 
FROM ONE STENCIL, ONE INKING. Simply type, write, trace or draw on stencil, snap it 
on, and print on postcards, boxes, cartons, tags, labels. . . much like using a rubber stamp. 
NO moving parts, of non-corrosive METAL, lasts indefinitely. Replaceable ink pads. With 
supplies in handy, durable case. 8 complete outfits, $9.50 to $99.50. Write for FREE FOLDER. 


AT YOUR OFFICE OR SHIPPING ROOM SUPPLY DEALER 
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Most Convincing Adding Machine Offer Ever! 


Clary 


GUARANTEES 


TO CUT YOUR 
ACCOUNTING COSTS! 


WE ARE SO SuRE the Clary can do your accounting work 
faster and at less cost than any other adding machine that 
we make this offer to users of 25 or more adding machines: 
It one of your operators can’t do your work taster on a 
tree-trial Clary than on her present adding machine, we 
will pay her salary during the week’s trial period! 

THIS DARING OFFER IS MADE to show you that the all-elec- 
tric Clary, world’s fastest adding machine, is engineered 
on an entirely new principle that gives it an operator’s 
speed up to 48% faster than other makes. For you, this 
means more work output, lower office overhead. Prove it 
for yourself! You or your own Methods Department will 
be the judge. Mail the coupon now or call the Clary rep- 
resentative listed in phone book yellow pages. 





ONE TOUCH on handspan keyboard 
enters an entire item, eliminates 4 to 5 
motions on every figure printed. Exclu- 
sive, practical thumb add bar across bot- 
tom speeds work and reduces operator 
fatigue. Pyramid keys save manicures. 


ANOTHER SECRET of Clary’s amazing 
speed is its new rotary action printing 
which enables it to spin out 188 items a 
minute. Rotary action gives much long- 
er life than noisy back-and-forth action 
of ordinary machines! 


Clary does your work faster 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 


teen ab icin aduet amet tae pian oa ce Rr ita rly bis amare bo lie teat A ata et a ARR i) fo Cr 


Clary Multiplier Corporation, Name 





Dept. O-3 


San Gabriel, California Pires 





Please tell me how I can take 
advantage of your revolution- 


Address 





ary new comparison test plan. 


Please send me Free booklet, City 





"Time, People and Equip- 
ment.” 





I 
| 
| 
| 
| 
! 
l 
! 
J 





Vata stopwatch on 
your payroll operation _ 


How much does it really cost you in 
clerical hours per 100 employees? 




















SIX EXCLUSIVE S-P-E-E-D FEATURES 
100% electric operation from a single keyboard, with- 
out special control key operations. 

Automatic computation and printing of net pay as 
check amount, with automatic check protection. 
Automatic tabulation from column to column, plus 


r than hand writing automatic carriage return and line spacing. 
Automatic instantaneous accumulation of entries in 
the il journal all columns for complete proof (and extra accumula- 
picte Pp 
tors can be added anytime for new deductions) . 
Fast, simplified form-handling by Multiple Feed Rolls. 


100% visibility of writing position, previous balance, 
all printed entries, and all accumulations, 











See how much you can save with the 
FOREMOST payroll accounting machine. 


Two free folders give the details: 
For paychecks, AB-525; for cash pay, AB-446 


Just phone your local representative, or write to Man- 
agement Controls Reference Library, Room 1744, 315 
Fourth Ave., New York 10, N. Y. 








Consolidated Edison’s 
Procedure for Office Safety 


SIDNEY FELDMAN 


HE Consolidated Edison System, 

New York producer-distributor of 

electricity, gas and steam, sells more 
electricity’ than total sales in Massa- 
chusetts, Connecticut and Rhode Island, 
and more gas than Vermont, New 
Hampshire, Rhode Island and Massa- 
chusetts combined. 

Any office manager mentally survey- 
ing this office can picture the millions 
of bills which are sent regularly to Con 
Edison’s: 2,500,000 electricity customers, 
its 1,250,000 gas customers, and its 2,- 
300 steam customers. Further glances 
behind the scenes show that receiving 
payments and adjusting customers’ ac- 
counts are the other side of billing. 

Then, too, there is the purchasing de- 
partment and electrical and gas appli- 
ance showrooms. Con Edison’s exten- 
sive enterprise also includes its own 
legal, advertising, editorial and insur- 
ance departments. And, since the sys- 
tem’s plants and equipment are designed 
by its own engineering staff, hundreds 
of electrical and mechanical engineers 
and draftsmen are occupied over draw- 
ing boards in offices. 

Approximately 30,000 workers are 
employed here. Of these about 6,000— 
roughly one-fifth of personnel—work in 
offices. There was a time, before office 
accident prevention activities were or- 
ganized, when accident frequency and 
severity were greatly disproportionate 
to the operations record. Medical and 
compensation costs were boosted, too. 
So Con Edison instituted an office safety 
program. 

A manager of a smail office may shrug 
his shoulders saying, “Con Edison’s a 
big business. That’s why they have had 
so many office accidents. That’s why 
they did something about it.” If so, 
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then this office manager’s attitude is 
worse than his interpretation—which is 
completely wrong. 

It is precisely because offices - are 
taken for granted as safe places to work 
that accidents there are minimized. Of- 
fice accidents happen at Con Edison, 
as well as in small, one-secretary offices. 
No matter the size of the office, acci- 


‘ dents there are not as dramatic as when 


a construction worker tumbles off a 
seaffold or when an operator is scalded 
by an exploding boiler. Still, an in- 
jured office worker disrupts work, loses 
time and damages equipment as much as 
when a plant maintenance man drops a 
heavy wrench on his foot. These dam- 
ages are computed to be four times the 
known medical and compensation costs. 
Injured workers equally lose _ time, 
money and material—in the office as 
well as the plant. 

Since Con Edison is a huge opera- 
tion, there is paperwork behind tur- 
bines and generators, smokestacks and 
pipelines, coal barges and repair trucks, 7 
as there is behind billing. Many of © 
these company subdivisions have in- 7 
dividual office staffs. However, when 
the work best can be done efficiently 
and economically on a large scale it is 7 
handled by the General Office Service ~ 
Department which comprises: 

1. Stenographic Pool; Stenographers 
and typists for general reports and 
records. Duplicators, including stencil, 
spirit, photo-offset, and photocopy. 

Machine Tabulating: For caleu- 
lating statistics anent personnel, meter 
records, rate analyses, plant inventory, 
ete. 

3. Messenger, Mail and File: Address- 
ing machine operators, and clerks for 
general files, inactive record storage, and 
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The above comic strip is reprinted from Con Edison's lively employee magazine, Around the 


System. The feature shown on the opposite page also appeared in a recent issue of the same 


publication. 
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CONSOLIDATED EDISON SYSTEM 
APPOINTMENTS FOR MEDICAL ATTENTION ARE TO BE MADE IN ADVANCE 


NAME EMP. No. TITLE REG. EMPL. 7) 
COMPANY. DEPT. BUREAU. °.T. EMPL. 9 











THE ABOVE NAMED EMPLOYEE 18 REFERRED FOR TREATMENT [] SPECIAL EXAMINATION [) 


TO DOCTOR. 





APPOINTMENT DATE Time 





EMPLOYEE 18 WORKING: WITH NO PHYSICAL RESTRICTIONS [] WITH 








EMPLOYEE 18 NOT WORKING [] EMPLOYEE JUST FROM Oo 








APPOINTMENT MADE AT REQUEST OF: EMPLOYEE O ~—s SUPERVisoOR oO 
MEDICAL DEPT. [] PERSONNEL DEPT. [) 





GPECIAL EXAMINATION REQUESTED FOR: EVALUATION FOR PHYSICAL RESTRICTIONS [) 

PERIODIC EXAMINATION REQUESTED FOR: 
MOTOR VEHICLE OPERATOR []) CRANE OPERATOR [] PROTECTIVE SAFETY EQUIPMENT [] 
W OTHER, SPECIFY TYPE OF EXAMINATION 


























(REVERSE SIDE FOR USE BY MEDICAL unvennuuer PHYSICIAN) 
REQUEST FOR MEDICAL ATTENTION 


11-48 (PAD) 40M 6-409 PERSONNEL 














Fig. 1. The first form in Con Edison's accident procedure is this Request for Medical Attention, 
both sides of which are shown here. 





PART 8B 


THE FOLLOWING 18 TO BE COMPLETED BY A MEDICAL DEPARTMENT PHYSICIAN AND DISTRIBUTED TO EMPLOYEE'S DEPARTMENT VIA 
EMPLOYEE IF “ON DUTY”, OR MAILED TO EMPLOYEE'S DEPARTMENT IN “OFF DUTY” CASES WHEN: 


1. SPECIAL 1ON 168 





2. PHYSICAL RESTRICTIONS ARE IMPOSED AS A RESULT OF BOTH WORKMEN'S COMPENSATION CONDITION PLUS A 
NON-RELATED MEDICAL CONDITION. 


THE USE OF THIS FORM (PART 8) DOES NOT CHANGE OR EXISTING OF PREPARATION AND DISTRIBUTION OF 
MEDICAL REPORT FORMS. 








SPECIAL EXAMINATION FOR: EVALUATION OF PHYSICAL RESTRICTIONS Oo 

PERIODIC EXAMINATION FOR: (1) MOTOR VEHICLE OPERATOR oO (2) CRANE OPERATOR 0 (3) PROTECTIVE SAFETY EQUIPMENT 0 
IF OTHER, SPECIFY. 

PHYSICAL RESTRICTIONS DURATION. 

















PHYSICAL RESTRICTIONS. HAVE BEEN IMPOSED BECAUSE OF A 
WORKMEN'S 
OATE OF ACCIDENT. ESTIMATED DURATION OF THESE RESTRICTIONS. 
OFF DUTY ON. ESTIMATED OURATION OF 
MEDICALLY APPROVED FOR DUTY ON. 


























PHYSICAL 1ons_ HAVE BEEN IMPOSED BECAUSE OF AN 
UNRELATED MEDICAL CONDITION 


ESTIMATED DURATION OF THESE RESTRICTIONS 
OFF DUTY ON. ESTIMATED DURATION OF 
MEDICALLY APPROVED FOR DUTY ON. 
































WHEN ANY PHYSICAL RESTRICTIONS ARE REMOVED GPECIFY RESTRICTIONS REMOVED: 
INDUSTRIAL ACCIDENT RESTRICTIONS () MEIC AL RESTRICTIONS o———__—— 


(SIGNED) M.D DATE 
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messengers shuttling among the many 
Con Edison offices and plants in Greater 
New York. 

4. Photographic Bureau: Pictures for 
promotion, accident scenes, company 
magazine and publications, taken by a 
fully equipped staff with a darkroom 
workplace. 

Rather than evaluating safety records 
of the tens of smaller scattered office 
staffs, it is pertinent here to consider 
the General Office Service Department 
as exemplary. With the appreciation 
of office accident costs and damages, an 
office safety program was introduced 
at Con Edison in 1933. Within three 
years the program was well under way. 
Office accidents in the system, in 1935 
and 1936 when earliest studies were 
made, showed that as many as 60 dif- 
ferent accident types can happen in an 
office. By breaking down the analysis 
into definite types, a clearer preventive 
effort could be made. Eleven of these 
categories showed: 


NUMBER OF ACCIDENTS 
1935 1936 


Handling Papers 20 
Handling Ledgers 20 
Handling, Striking or Struck 

_. by Doors 
Sitting on or Rising from Chair 19 
Onening or Closing Drawers _. 16 
Handling Addressograph Plates, 

Trays 
Descending Stairs ~...---- § 
Ascending Stairs ..--_- se 
Using Scissors 3 
Operating Staple Machine _-_ 2 
Handling Electric Plug 


Today, fifteen years later, the moral 
of office safety remains unchanged: the 
better you know and understand acci- 
dents in your own office, the better you 
ean work to prevent them. Statistics 
basically are important. But educa- 
tional and preventive means should be 
introduced to keep workers from be- 
coming accident statistics. 

Safety Bureau records of accidents 
in oftices throughout the system show 
that falls, the chief injury cause, have 
been caused by wet spots on floors, 
smooth-worn or highly polished sur- 
faces, plus carelessness and inattention. 
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Next come cuts, burns and _ bruises 
caused by pins, knives, pencils, pens, 
scissors, paper cutters, fans, machines 
and hot steam pipes. Office gadgets 
will strike back if the user is unwary. 
Collisions from walking into drawers 
and doors, hitting the head on files, 
and walking into people, are third 
dangerous. Moreover, practical jokes 
are highly impractical in offices or out, 
not worth what scant amusement they 
may provoke. 

Reasonable alertness and considera- 
tion of others is helpful. Regardless 
of the mishap’s origin, prompt medical 
attention and first aid after any acci- 
dent can lessen pain, tears and time lost. 
In recent years office accidents have 
been decreasing in number at Con Edi- 
son. Accidents in the General Office 
Safety Department group, for example, 
were lowered by better than 20% in 
1949 when compared with 1948. 

Despite safety education during a 
worker’s training and despite a worker’s 
better judgment and his common sense 
—he has an accident. What happens? 

1. The accident must be reported to 
his immediate supervisor who fills in a 
Request for Medical Attention form 
(Fig. 1). The employee takes this form 
to the medical bureau. After being 
examined, the worker either returns to 
full duty or stops work, according to 
doctor’s orders. 

2. The worker then reports back to 
the supervisor who makes out a C-2 
form (Fig. 2) in duplicate, required by 
N. Y. State Workmen’s Compensation 
Board. One copy should be sent to the 
insurance carrier, but since Con Edison 
System companies are self-insured, the 
Insurance Department retains a copy of 
the C-2 form for its own use. Law re- 
quires that the other copy be sent di- 
rectly to the Compensation Board chair- 
man within ten days after an accident 
occurs, whether or not the injury has 
kept the worker off his job. Experience 
has taught the board to require that all 
accidents be reported, whether or not 
time is lost. There have been instances 
where a typist cut a finger on a sharp 


51 








CONSOLIDATED EDISON SYSTEM COMPANIES — INSURANCE DEPT. — 4 IRVING PL:, NEW YORK 3, N. Y. 
C-2 WORKMEN’S COMPENSATION BOARD 
STATE OF NEW YORK ee ae REPORT 
F INJURY 


Send this notice directly oe, ee caution Board st nde son on revere side within 
can (20) Gigy citer aadhiens anpane. Chey abe be sent to your insurance carrier. 


1 WCB. CASE NO i CARRIER'S CASE NO. AND | CODE NO. | DATE OF ACCIDENT 

















(The spaces above not to be filled in by employer) 
NAME 














| CONTROL NO. . EMPLOYER'S S. S. ACCT. NO. 
BUREAU #8 

















(First Name) (Middle Initial) (Last Name) (Home Address) 











4. Nature of business: (State principal product or sold or services rendered) 








Place where accident occurred: . : 
Date of accid Hour of Day..........0-00000 A.M, o.nnF, 
(a) Date disebility began: 19 Hour of Day............0:0+ Ms TE cas x 
(b) Was injured paid in full for this day? Days Off 
Name of f 
When did you or foreman first know of injury? 
Names and add of witn 









































(a) Marital status: (b) Sex 
Age: 18. Did you have on file employment certificate or permit? 
(a) Job title for which employed: 
(b) Occupation when injured: 
(a) How long employed by you? (b) Piece or time worker? 
(c) Hours per day: (d) Days per week: 
Week $ 
(b) Total earnings paid during year prior to date of accident: (include bonuses paid, value of board, lodg- 
ing, etc.) $ Average per week: 8. 
(c) Bonuses or premiums paid and included in item 16(b) above: $ (d) Estimated 
board, lodging, or other advantages in addition to wages: (included in item 16(b) above) $ 
(e) Calendar weeks in past 52 in same kind of work as at time of injury: 
State nature of injury and part or parts of body affected: (as “Injury to Chest,” etc.) ........ssrssersersereseeseene 









































Did you provide medical care? .........-.-cse:sesssvess If s0, when? 
Name and address of physician: 
Name and address of hospital: 
Probable length of disability : 
(a) Has employee octuaned to work? (b) If s0, give date: 
(c) At what (d) At what weekly wage? $. 

Form C-1l sont filed each time there is any change in the employment status as reported 

in item 22 above. 


Has injured died? (2) If so, give date of death: 

(b) Name and address of nearest relative: 

(a) What was nee 3 my! when accident occurred? (Describe briefly as “Toeding truck,” “operating 
press,” “shoveling dirt,” “painting with spray gun,” “walking do ,” ete.) 















































(b) Where did accident occur? (Specify whether in street, factory yard, on loading platform, in factory, 
ete.) 











How was ident tional disease tained? (Describe fully, stating whether injured person 
slipped, fell, was ety te, and what factors led up to or contributed to accident. Use additional sheets, 
if necessary.) 








(a) What specific hine, tool, li , gas, liquid, or other substance or object was most closely con- 
nected with this accident or occupational disease? 
(b) If mechanical apparatus or vehicle, what part of it? (State if gears, pulley, motor, etc.) 














Were mechanical ery or other safeguards (such as goggles) provided? (a) Were they in 
use at time of accid (b) Was hine, tool, or r object defective? If 
in what way? - 




















was re 
on Form C-2.1 FIRM NAME: 


t was prev] = SIGNED BY: 











fously reported on Form C-2.5 


: C-2 C-2 C-2 


Fig. 2. Form required by the New York State Workmen's Compensation Board. 














DATE OF THIS REPORT: 











paper edge, or sprained a finger, which 
did not hurt at the time but gradually 
worsened into a lost-time injury a 
month later. The board ean corrobo- 
rate this injury by checking its records, 
confirmed by the insurance carrier’s 
records as well. 


3. After the C-2 form has been re- 
ceived by the Insurance Department, a 
Safety Bureau typist makes one original 
and four copies of an office record form 
(Fig. 3) for a Findex card system. All 
are on different colored square forms, 
each measuring 8” by 8”. The original is 
a permanent office record on white bris- 
tol (Fig. 3). Accident case history is 
typed in reply to form questions at the 
head of the card, with the same infor- 
mation repeated in code below. The 
card is coded by a series of diagonal 
lines drawn between holes at either side 
of code numbers, from 1 to 94A. These 
holes then are connected by being 
punched-through to form half-inch ob- 
long slots. By number, the accidents 
are described by time of year, hour, 
compensation costs, award costs, depart- 
ment, location, nature, responsibility, 
causes, length of service, disability and 
related information. The frequency of 
a specific accident type, in compiling 
statistics, can be determined by insert- 
ing a steel rod through the desired slot 
in the cards. 


The second part of this form (Fig. 4) 
is a permanent office record on blue 
paper, containing a typed repetition of 
the accident case history. There are no 
punched holes on this or following 
parts. Both the first and second, white 
and blue forms, are office records. But 
the white cards may be removed from 
files for use in the building, the blue 
forms are bound into a ledger for office 
use only. The third part (Fig. 4) is a 
yellow paper copy of the case history 
for use at safety meetings. Of the last 
two parts, one is a plain white copy to 
be filed and used by lecturers on safety; 
the other, a plain white copy, is for the 
safety inspector who studies the acci- 
dent scene and equipment involved. 
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Workers return: to their jobs if they 
are so advised by the doctor, or they 
may be ordered to stop work to recu- 
perate. Con Edison legally is required 
to pay only ‘two-thirds of workers’ 
wages, or a maximum of $32 weekly, 
during absences caused by on-the-job 
accidents. If the doctor decides a work- 
er should be off his job, and he is on 
the regular payroll, then he will receive 
full pay during such absences. How- 
ever, this is so only when the accident 
was not brought on by a worker’s gross 
neglect or carelessness. 


In 1902 Con Edison instituted the 
first comprehensive medical service by a 
large company in this country. It also 
claims such pioneer activities as writing 
the first public utility life insurance 
policy in the U.S. in 1912. Nowadays 
medical kits with supplies for treating 
major injuries, and larger cabinets for 
use in more serious accidents are in- 
stalled throughout the system. An in- 
tensive safety program was started in 
1914, after passage of the New York ~ 
State Workmen’s Compensation Law. ~ 
These activities were delegated to a = 
Safety Bureau, operating as part of the © 
company’s own Insurance Department. 7 
The office safety program, as noted © 
earlier, was introduced by the Safety 
Bureau in 1933. 

The bureau keeps a sharp eye over 7 
all workers, in power plants and offices © 
too. Safety education is taught at safety 7 
meetings and semi-annual safety lec- 7 
tures, as well as through announce- 7 
ments, accident investigations, reports, 7 
charts, statistics and compensation. 
While the bureau is responsible for 
overall accident prevention, each de- 
partment supervisor is immediately re- 
sponsible for his own group, and the 
Safety. Bureau carries out its line 
functions through him. Most important, 
each office worker is responsible for his 
own safety lest he injure himself and 
turn out to be his own worst enemy. 
This is because accidents do not just 
happen—they’re caused! 


Supervisors’ safety meetings are held 
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Fig. 3. Original {white card) of a four-part form. 


Monthly. At these sessions the yellow 
third part (Fig. 4), which is filled in 
after an accident, is the case history 
used for discussion and prevention of 
similar accidents. At other meetings for 
office workers, about once weekly, all 
lecturers discuss accidents which have 
occurred to workers in all departments. 
Lecturers use the fourth part white 
form which contains themes of direct 
interest to workers at Con Edison. 
Copies of the yellow third form are 
kept in an open file on a small table 
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in the Safety Bureau where supervisors 
easily can reach them. The big idea is 
to refer and concentrate on accidents 
particular to offices. Workers, little 
concerned with safety in the supposedly 
accident-free confines of the office, tend 
to be careless. But if the mishap occurs 
to somebody in your office, then it ean 
happen to you! Con Edison keeps with 
the National Safety Council slogan: 
“Be careful—the life you save may be 
your own.” Similarly, the injury you 
avoid may have been your own. 
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WHAT HAS BEEN DONE TO PREVENT RECURRENCE? 
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Fig. 4. Third (yellow) part for form opposite. Second part of form (blue) is same as above — 
except that lines ‘accident classification” and “what has been done... ?" are omitted. 


At safety meetings the office super- 
visor can review the recent accident 
history of his department. For example, 
rules were issued requiring all ledgers 
to be carried with both hands and that 
only two at a time be lifted from bins, 
based on dropped-ledger accidents 
computed from past Con Edison office 
accident records. Cartoon posters were 
issued depicting accidents resulting 
from paper cuts, razor blades, swivel 
chairs, high heels, open desk and file 
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drawers. Sometime later a safety lec- 
turer illustrated how falling on stairs, 
slipping on floors and falling off chairs 
are office hazards. 

Keeping with the homely but helpful 
principle, “An ounce of prevention is 
worth a pound of cure,” the General 
Office Service Department first studies 
all business machines for possible in- 
herent accident hazards before installing 
them. Before any equipment is installed 

(Continued on page 63) 





NOFA Exhibit 
and Convention 
in Chicago, 





; March 4-6 
JOHN R. GRAY 


HE National Office Furniture As- 
sociation will hold its fifth annual 
convention and exhibit outside New 
York for the first time when it con- 
venes March 4 at the Stevens Hotel in 
Chicago. According to Earl Hansen, 
general convention chairman, it seems 
sound business for office furniture 


HARRY HOFHERR 


dealers and manufacturers to continue 
“selling” despite shortages, so the con- 
vention’s theme will be “Better Selling 
Builds Business.” 

The convention will open Sunday 
morning, March 4, with a breakfast 
conference of NOFA officers and all 
association legislative business will be 





EXHIBITOR 


All Steel Equipment Co. 
Alma Desk Co. 

American Latex Products Corp. 
Art Steel Sales Corp. 
Bassick Co. 

Berkey Leather Furniture Co. 
Stamehned Brothers & Lane 
Bright Chair Co. 

Buckstaff Co. 

Carlton Surrey 

Clemco Desk Mfg. Co. 
Cole Steel Equipment Co. 
Columbia Steel Equipment 
Commercial Furniture Co. 
Corry Jamestown Mfg. Co. 
Cramer Posture Chair Co. 
Eagle Ottawa Leather Co. 
Equipto-Division Aurora Equip. Co. 
Emeco Corp. 

Ever-Ready Electric Co. 
Faultless Lester Co. 
Federal Equipment Co. 
Flexo International Corp. 
General Lamps Mfg. 
Geyer's Publications 

Gift Craft Leather Co. 
Gregson Mfg. Co. 

Gross Engineering Co. 

W. #H. og ae 2 soa Co. 
Hamilton 

Hanes Chair’ 





p. 

High Point Bending & Chair Co. 
A. Hilgers & Sons 

Hillside Metal Products, 
Huntington Chair Corp. 
Imperial Desk Co, 

Indiana Desk Co. 

Industrial Molded Products 
Invincible Metal Furniture Co. 
Jasper Chair Co. 

Jasper Desk Co, 





NOFA CONVENTION EXHIBITORS 


EXHIBITOR 


Jasper Seating Co. 

Johnson Chair Co. 

Kraus Co. 

Elmer Krumweide & Associates 
La Salle Products C 
Leopold Co. 

B. L. Marble Chair Co. 
Maso Steel Products ........ 
Meilinck Steel Safe Co. ... 
Milwaukee Chair C 
Modernize, Inc. 

Monarch Furniture, 

Monarch Metal Products 
Murphy Chair Co. 

Myrtie Desk Co. 

National Desk Co. 

New Indiana Chair Co. 
NOFA Furniture Polish 
Nucraft Furniture Co. 

THE OFFICE Magazine 
Office Appliances 

Parker Steel Products 

Peerless Steel Equipment Co. 
Princeton Upholstery Co. ................ 58, 59 
Rade| Leather Mfg. Co. 75 
J. K. Rishel Furniture Co. 

Rockwell-Barnes Co. 

Royal Metal Mfg. Co. 

Sainberg & Co. 

Security Stee] Equipment Corp. 

N. T. Shepherd Chair Co. 

Sight-Light Sales Division 

Standard Furniture Co. 

Sturgis Posture Chair Co. 

Taylor Chair Co. 

Tiffany Stand Co. 

Thomas Furniture Co, 


Valco 
Wells Chair Corp. 
Westcort 
Wynne NG. oe. AOR, oes cnivesscssaen 46, 47 
Wood Office Furniture Institute 151 
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SUNDAY MORNING, MARCH 4 


MONDAY MORNING, MARCH 5 


MONDAY NOON, MARCH 5 


TUESDAY MORNING, MARCH 6 





NOFA Convention Speakers 


NOFA OFFICERS' BREAKFAST 
HARRY HOFHERR, President, National Office Furniture Ass»., Chicago. 


BUSINESS AS USUAL 
EUGENE WHITMORE, Editor, American Business, Chicago. 


OFFICE FURNITURE TODAY AND TOMORROW 
H. A. GREEN, President, Royal Metal Mfg. Co., Chicago. 


A BONUS EVERY MONTH 
H. A. BERGDAHL, Sales Manager, Crane Co., Chicago. 


FROM THIS POINT ON 
CLIFTON UTLEY, National Broadcasting Co., Chicago. 


SELLING BY TELEPHONE 
Capital Airlines. 


DEALER'S POINT OF VIEW 
JAMES "SCOTTY" ROBERTSON, Globe Office Equipment & Supply Co., Cincinnati. 








discussed. This will save delegates’ time 
and allow greater opportunity for in- 
dustry presentations at the general con- 
ference sessions. The exhibits will open 
at noon Sunday and close at 10 p.m. 

The convention’s first business session 
will be called to order by Harry Hof- 
herr at 9:30 Monday morning and after 
the invocation and weleoming address, 
Eugene Whitmore, editor, American 
Business, will deliver the keynote 
speech. Past president Moe Turman will 
preside at the luncheon when the 
speaker will be NBC news commenta- 
tor Clifton Utley. Exhibits will be open 
Monday from 2 to 10 p.m. 

A telephone sales demonstration by 
Capital Airlines will open Tuesday 
morning’s session and will be followed 
by James “Scotty” Robertson, Globe Of- 
fice Equipment & Supplies, Cincinnati, 


Tue Orrice—March, 1951 


with the dealer’s viewpoint. 
sion period on dealers’ problems will be 
followed by election of officers. 


Tuesday evening. 
speeches at this year’s banquet. 
stead, chairman Hy Natovich has ar- 
ranged a gala floor show to be followed 
by dancing. 

Each dealer’s registration will cover 
all members of his firm and exhibitors 
and their staffs will not be charged any 
registration fee except the regular costs 
for Monday’s luncheon and Tuesday’s 
annual banquet. No registration fee 
will be charged ladies accompanying 
members although a full program of en- 
joyable features has been prepared for 
them, such as tickets for top radio and 
television shows, teas, bridges, ete. 


A discus- | 
Ex- ‘ 
hibits will be open from 12:30 to 6 p.m. 7 
and the annual banquet will be held = 


There will be no 7 
In- | 





When Is It 
Profitable to 
Buy an Office 

Machine? 


C. I. KEELAN 
Oftice Methods Siatf, 
Johns-Manville Corp., New York. 


OST office machines are purchased 
in the hope that they will reduce 
In a few cases, e.g., manual 
typewriters, we buy the equipment be- 
cause employees need it to do their 
jobs. However, when a job may be 
done manually or by machine, we should 
buy the machine only if we save enough 
money thereby to give us a fair return 
n the expenditure. 

Most machines are purchased because, 


costs. 





the opinion of the man authorized to 
pend the money, they are desirable in- 


estments. I propose, however, that we 
bstitute arithmetic for opinion. 

Let us assume the following for pur- 

ses of illustration: 
| 1. The average clerk using an adding 

achine earns $1.20 per hour (don’t 
rget marginal payroll costs). 

2. A manual adding machine costs 

elivered) $160. 

#3. An electric adding machine costs 
delivered) $250. 

4. Both machines have a useful life of 
10 years. 

5. Annual cost of maintaining manual 
model is $10; electric, $15. 

6. The average clerk equipped with 
a manual adding machine can produce 
4 times as much work as with no ma- 
chine (pencil and paper). 

7. The average clerk equipped with 
an electric machine can produce 5 times 
as much work as with no machine. 
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8. The company expects at least a 
15% return on capital expenditures: 
expenditures returning 15% will re- 
ceive approval. (Assuming there is a 
limit to the funds available for capi- 
tal expenditures, remember that each 
dollar we spend for an office machine is 
a dollar that will not be available for 
buying production machines for the fac- 
tory. Office machines must compete 
for these dollars.) 

With these assumptions in mind, let 
us proceed with the arithmetic. To de- 
termine at what point we should buy a 
manual machine, we must determine all 
the costs of owning and operating a 
machine. These are: 

Depreciation (160 + 10) .... $16.00 

Maintenance (annual) 


To this we add 15% 
penditure 


Thus, if machine will save us $50, it 
should be purchased. Now we must 
convert dollars to time. $50 + $1.20 
(hourly cost of operator) = 41.67 
hours = 250 working days = 10 min- 
utes per day that must be saved. If 
x = time to do work without a machine, 
x/4 is time required with manual ma- 
chine. To determine how much work a 
person without a machine would have 
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the incomparable ww Burroughs 
Sensimatic 
actounting machine 

That’s because the Sensimatic is the machine 

with the ‘“‘mechanical brain’’— the sense 


plate that directs it through every accounting 
operation. 


1951: Production, production, and more 
production. 


Never before have complete, on-time facts 
and figures, records and reports, been so 
vital to business. 


And never before has there been an account- 
ing machine like the sensational new Sensi- 
matic to help every business get more things 
done. The Sensimatic does more things faster, 
easier, more economically than any other 
accounting machine at any price—is ready 
for any accounting job at the twist of a knob. 


Already thousands of businesses—large and 
small—are getting more things done with 
the Sensimatic. 


Your business probably can, too—at a sur- 
prisingly low outlay for such a universally 
useful accounting tool. Get details from your 
Burroughs office today. Burroughs Adding 
Machine Co., Detroit 32, Mich. 


WHEREVER THERE’S BUSINESS THERE’S Bu rroughs 











to do to save 10 minutes with the ma- 
chine, we use this equation. x—x/4=10. 
x =13.33. To prove this result we say 
that a person without a machine who re- 
quires 13.33 minutes, would, with a 
manual machine, require 3.33 minutes 
(13.33 + 4), thus saving 10 minutes. 

Thus, if our assumptions are correct, 
we know that we should purchase the 
machine if the clerk is spending 13.33 
or more minutes per day on addition 
and subtraction. We also know that we 
should not purchase the machine if the 
clerk has been spending less than 13.33 
minutes per day on such work. 

Conversely we know that if a manual 
machine is used less than 3.33 minutes 
daily, we should not replace it, but 
should do the work without a machine 
and spend the money on something that 
will give a return of at least 15%. 

In comparing the electric model to 
the manual model, we must secure a 
15% return on the added cost: $90 
(250—160). The added operating costs 
are: 

Depreciation (25—16) 

Maintenance (15—10) 

Electricity 


To this we add 15% of $90 .. 13.50 
$29.50 
$29.50 + $1.20 = 246 hours + 250 
days = 5.9 minutes that must be saved 
by virtue of the fact that the electric 
‘machine is faster. 

If x = time to do job without ma- 
chine, and x/4 is time with manual ma- 
chine, x/5 is time with electric. x/4— 
x/5 = 5.9. x = 118. x/4 = 29.5. x/5 = 
23.6. 

From these computations we draw 
these conclusions: 

1. If time spent doing job without 
any machine is 118 or more minutes per 
day, we should purchase electric machine 
(from 13.33 to 118—manual—see pre- 
ceding problem). 


2. If a worn-out manual machine was 
used less than 29.5 minutes per day 
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(but 3.33 or more), it should be re- 
placed by another manual model; if 
used 29.5 or more minutes daily, by an 
electric machine. 


3. If a worn-out electric machine was 
used less than 23.6 minutes per day, but 
2.66 or more—computed by dividing 
3.33 (minimum usage of manual model) 
by 5/4 (difference in speed), it should 
be replaced by a manual model; if used 
23.6 or more minutes, by an electric 
model. 

There is one more contingency for 
which we must provide: when should 
we replace a manual model, not yet 
worn out, by a faster electric machine? 
This differs from the case of replacing 
a worn out manual by an electric, be- 
cause we have not fully depreciated the 
manual machine. Therefore, we use the 
full cost of the electric rather than the 
added cost. 


The added operating costs are: 
Depreciation (25—16) 
Maintenance 

Electricity 


Add 15% of 
($250) 


expenditure 


$53.50 = $1.20 = 44.6 hours + 250 days 
=10.7 minutes per day that must be 
saved by virtue of the superior speed of 
the electric model. x—4x/5—10.7. x= 
53.5. 


Our conclusion is that a manual model 
not yet worn out should immediately be 
replaced by an electric model, if the 
manual has been used 53.5 or more 
minutes daily. 

In this ease we have disregarded the 
trade-in value of the manual machine. 
We must do this to arrive at a standard 
(see below). In a specific instance, how- 
ever, where we know the trade-in value 
of the manual model, we would reduce 
the expenditure by such an amount, 
provided the manual model were actu- 
ally turned in. 

The methods illustrated by these prob- 
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Me Machine ofthe year 


TO CUT YOUR OFFICE WORK LOAD! 


TIME and EFFORT are too costly to 
waste! You can save both and cut office 
work load with the NEW Old Town Spirit 
Duplicator. Make 6 to 600 copies of any- 
thing that can be typed, written, or drawn 
—FAST! Simple to operate, no skilled 
help necessary, Complete demonstration in 
your office without obligation on request. 


This year, or any year, you can’t beat Old 
Town Products. Manufactured by the fore- 
most maker of duplicating supplies for 35 
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years—pioneers in the chemistry of liquid 
process duplicating. A quality you know 
. ». a mame you can trust. 


RIBBON AND CARBON CO., INC. 


Brooklyn 17, New York 








aaa 
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thrice welcome ! 


. is the man who delivers the calculator on 
which multiplication is Easier and Faster, with 
Positive Accuracy Control. That means 
Marchant, the only calculator with Push-Button* 
Multiplication, available on both the 
Figuremaster and the low-cost 
Figurematic. Since more than half of all 
calculator work is multiplication, the 
entire office welcomes the calculator 
that saves one step in every 
multiplication problem. The Marchant 
man in your phone book will 
prove this by a demonstration in 
your office. Call him today. 


NEW AUTOMATIC LINE-UP 
SPEEDS DIVISION. Touch of 
new Division Control! automatically 
lines-up dividend and divisor as 
division begins 


GUIDE TO MODERN FIGURING METHODS Di: 
; ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [1]: 
MARCHANT CALCULATING MACHINE COMPANY: 


GAKLAND 6B, CALIFORNIA 


r 
Mail this Coupon with your business letterhead to get our free ff) 


®PUSH-BUTTON MULTIPLICATION 
Touch of a key in this row enters 
multiplier digit POSITIVELY. . . car- 
riage shifts AUTOMATICALLY... 
answer appears SIMULTANEOUSLY 


AMERICA'S FIRST 
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lems ean readily be applied to other 
types of machines. In the case of 
duplicating machines, I believe it advis- 
able to convert time into number of 
copies duplicated. In the case of mail- 
ing machines, I recommend converting 
time into pieces of mail and thence into 
postage expense (you will have to deter- 
mine average cost of postage per piece 
of mail). These conversions are recom- 
mended in the belief that the operator 
or supervisor can gather data in these 
forms with much less effort than is re- 
quired in timing the machines. 

You will note that the time is ex- 
pressed as daily time. This should be 
determined by observation over the peri- 
od of at least one month. If the 
month is known to be an especially busy 
or slow one, the figures should be ad- 
justed accordingly. 

It should be emphasized that this time 
must represent actual machine usage. 
Obviously, we receive the benefits of the 
faster speed of the electric adding ma- 
chine only when the machine is being 
used. 

If you do not have a good history of 
your maintenance costs, I suggest use 
of the cost of a service contract. 

You may use the foregoing method 
to determine advisability of purchase 
whenever acquisition of a machine is 
proposed. In this case you make studies 
to arrive at the ‘time that will be saved, 
convert the time into money, subtract 


operating costs, and divide this net sav- 
ing by the expenditure to determine rate 
of return. If it meets your demanded 


rate, then purchase is desirable. 


If, however, you wish to avoid this 
task each time a purchase is proposed, 
compute average salary of operators 
who ordinarily use the machine and, by 
use of method illustrated for adding 
machines, determine at what point pur- 
chase is desirable. You may then issue 
this as a company standard. 


Probably you may think all this a 
splendid idea, but you wonder whether 
the time saved will be used to advan- 
tage. I can only say that this is a mat- 
ter of supervision. Even if you never 
make enough savings to enable you to 
reduce personnel, it is very likely that 
you can avoid hiring additional help. 
Look around your office; mentally re- 
move all the machines. How many 
more people would you need if you 
didn’t have these mechanical aids? In 
the normal course of events, businesses 
expand with the general economy. I 
am sure that good supervisors will soon 
find worthwhile work to oceupy the time 
saved by machines. 


Some may not agree with this 
method; some will disagree only with 
parts of it; but I am sure all will agree 
that some method is preferable to no 7 
method; preferable, indeed, to continu- | 
ing reliance on someone’s opinion. 





Con Edison’s Procedure for Office Safety 


(Continued from page 55) 


it may have to be corrected with guards 
or other safety devices. In the event an 
aceident occurs despite these precau- 
tions, the safety inspector enters the 
scene. He is guided by the white fifth 
form to check the equipment, its instal- 
lation, its condition, how it was used, 
ete. After a close study, he makes cor- 
rective recommendations which later are 
followed-up to certify that they were 
followed. 

While scant attention may be paid 
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to charwomen and janitors, office build- 
ing maintenance is extremely important 
to office security. Properly cleaned and 
polished floors and stairs can avoid 
unnecessary slips and falls. Adequate 
lighting can show up any unseen office 
pitfalls. In a word, good housekeeping 
in offices will underwrite safety for 
typists and stenographers, file clerks, 
messengers and office managers them- 
selves. 

General educational literature and re- 
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ports, bulletins round out office safety 
at Con Edison. A monthly Safety News 
& Comments bulletin, issued by the In- 
surance Department, occasionally points 
out office hazards such as top-heavy file 
cabinets, improper use of stairs, etc. 
The subject further is highlighted in 
Around the System, Con Edison’s liveiy 
magazine. Its regular comic strip, “The 
Metro Family,” has shown Pa Metro 
pooh-poohing office hazards until he 
madly tugged at a jammed file drawer. 
Desperately, he climbed up and pulled 
until it flew open and flung him into 
a wall. An issue presented two illus- 
trated pages and text entitled, “Office 
Holds Hazards for Unwary” in which 
Con Edison office workers demonstrate 
office accident follies (pages 48, 49). 

A monthly disabling injury analysis 
showed, in August 1950, a law stenog- 
rapher, age 42, lost one day’s work and 
suffered a wrist contusion when “she 
reached for a paper clip on top of desk 
and struck right wrist against desk 
edge.” Others can learn by her fault. 


On a humane, dollars and cents, or 
actuarial basis—Con Edison’s Insur- 
nee Department and Safety Bureau 
ave proved that an accident preven- 
Mion program works—and more than 
ays for itself. This means not only 
@ecreased operating costs but safer, 
appier, better workers. What has to 
2 understood by Doubting Tom office 
Managers is that Safety work is not 
stly. It is an intricate part of efficient 
ice management because, Con Edison 
htly reasons, if unsafe practices are 
t allowed in the boilershops and tur- 
ine rooms, why allow them in the 
office? If there is a right way and a 
safe way to do a job in the plant, 
surely there is a right and safe way in 
the office. Proper management means 
efficient production plus safety. Both 
are inseparable. If management makes 
safety rules, teaches them properly, is- 
sues reminder literature, holds refresher 
lectures, and properly enforces its rules 
—the results will be fewer accidents in 
offices small and large. 
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National Conference 
& Exhibit Calendar 


National Office Furniture Assn., Stevens 
Hotel, Chicago, March 4-6. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 14-16. 
National Office Management Assn., Com- 

modore Hotel, New York, May 20-23. 

New York Stationery Show, New Yorker 
Hotel, May 20-25. 

Life Office Management Assn., May- 
flower Hotel, Washington, May 21-22. 
Edgewater Beach Hotel, Chicago, Sept. 
24-26. 

National Assn. of Cost Accountants, Pal- 
mer House, Chicago, June 24-27. 

National Office Machine Dealers Assn., 
Statler Hotel, Detroit, June 25-27. 

National Secretaries Assn., Shamrock 
Hotel, Houston, July 18-21. 

National Stationery & Office Equipment 
Assn., Stevens Hotel, Chicago, Sept. 
99 26, 


National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 

National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 


New Office Building 
in Oklahoma 


NE of the southwest’s newest office 
() buildings is the First National 

Bank Building in Tulsa, Okla., 
The bank 
oceupies five floors of the 20-story 
building and Sunday Oil Corp. oceupies 
seven. The building is built with gray 
brick faced with Cherokee marble and 
trimmed with stainless steel. Nearly 
half its exterior is devoted to some 1,- 
060 windows with heat reducing glass 
on the west side. The entire building 
is air conditioned and zoned for auto- 
matie temperature control so that it is 
possible to heat an office on the east 


which was opened last year. 
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Believe it or not-— 
this is a/ 
Instrument! 


And it’s an 
EDISON 


first 


ilies Qa Edison. 


N R fF RATED 
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EDISON PRESENTS 


the smallest... lightest... simplest 
and most inexpensive 
Dictating Instrument ever invented! 


One To TWENTY of these easy-to-use EDISON TELEVOICE 
Stations connect to an EDISON 'TELEVOICEWRITER, lo- 
cated at a secretary’s desk. All dictation is “delivered” 
directly to her—instantly, clearly, continuously! Pick-up 
service is eliminated, and signature service is “world’s 
fastest.” 


Start, stop and playback, as well as length and correc- 
tion indications are all accomplished by remote control, 
with simple push-buttons, right on the EDISON TELE- 
VOICE Station! 


Installations are made on a work-load basis to assure 
free-line service to all concerned. 


With many dictators being served by only one recording 
machine, costs of instrument dictation are cut as much 
as 664%! 


Investigate the many exclusive work-speeding, time- 
saving, cost-cutting features the new EDISON TELE VOICE-> 
WRITER offers you — today! 


Edison TeleVoicewriter 


The Televoice System 





SOS “TOS t= 


SEND FOR EDISON, 
DESCRIPTIVE 59 Lakeside Ave., West Orange, N. J. 
BOOKLET! Send me A LINE ON TELEVOICE. 
Or, to arrange for 
a demonstration, Name_ 
call “EDIPHONE”’ 
in your city. In| Company—— 
Canada: Thomas 
, A.Edison of Can- Address 
ada, Ltd., Toronto 
1, Ontario. Citys isi I acs AAG cine’ 
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Six million dollar Tulsa office building de- 
signed by architects Carson and Lundin. 


side while cooling one on the west side. 
Even the smallest exterior office has two 
5 ft. windows. Windows can be opened 
only by key. The building is completely 
hot-water heated. 

New to Tulsa’s skyline are the garden 
terraces fronting the fourth, fifth and 
sixth floors and Chinese elms line the 
erab orchard flagstone sidewalk along 
the front. Other features of the build- 
ing’s 245,000 sq. ft. interior include 
flooring which allows telephone and elee- 
trical outlets at any desired point, high 
speed elevators, cold cathode fluorescent 
lighting that can be adjusted to com- 
pensate for variations in daylight, and 
movable partitions. The bank’s files 
and supply stockroom occupy a win- 
dowless third floor which is actually a 
half-story high. Office furniture for the 
First National Bank & Trust Co. and 
some of the other occupants was sup- 
plied by Palace Office Supply of Tulsa, 
dealer for All-Steel Equipment, Ine. 








E have devised a successful sys- 
tem for testing and rating book- 
keepers as to speed, accuracy and 
ability. In the testing, speed is estab- 
lished .once a month by timing one com- 
plete day’s posting; accuracy, by a 
complete and continuous record of 
errors made during posting; ability, by 
a record of mis-posts not caught, book 
being out of balance, and stop payments 
paid. 
The only factor in the test, which is 
based on one day’s posting, is the post- 
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A Bank’s Plan for Testing 
and Rating Bookkeepers 


Cc. G. WILL 
Assistant Chief Clerk, San Diego Trust & Savings Bank, San Diego, Calif. 


ing rate. All other information is ob- 
tained from records maintained con- 
tinuously. This helps modify any errors 
made by those who do not work well 
under pressure, and who would initially 
record a low score. 

Part of the rating plan is based on a 
system for a one day test devised by 
Frank Beach, vice president, United 
States National Bank of Portland (Ore- 
gon). This has been expanded to in- 
clude other features and information 
obtained from records which are main- 
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WEBSTER’S Silk Star Typewriter Ribbons 
make a better impression 





HERE’S WHY: 


Webster’s Silk Star Typewriter Ribbons are closely woven of the finest quality 
silk. Remarkably strong and durable, they are carefully inked to give lasting 
impressions of uniform sharpness and clarity. And their extra length gives theng 
added life over ordinary typewriter ribbons. 


Either way you look at it, Webster's Silk Star Ribbons make a better impres- 
sion — technically, on any kind of stationery . . . businesswise, on your clients. 


Make a note to try Webster’s Silk Star Ribbons next time you order. Watch 
their performance record. At your dealer’s, or write F. S. Webster Company. 


F.S. WEBSTER COMPANY 
8 Amherst Street, Cambridge, Mass. 
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Resulte of Bookkeepers efficiency end rating test in order of their reting. 
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fained on a monthly basis. 
The day on which the test is to be 
ade, each bookkeeper is given the 
yrm on which she records the test in- 
armation. This form has spaces for: 
arting time, finishing time, minutes 
st by interruptions, net time, minutes 
ded for errors, chargeable time, num- 
r of items, number of moves, number 
points, standard time and rating. 
e bookkeeper records all the informa- 
ti®n as to time, moves and items. 
sAfter the test slip has been completed 
the bookkeeper, it is turned in and 
scored. The number of moves is multi- 
plied by six and the number of items is 
added to the result. This figure is called 
“points.” It is estimated that 30 items 
can be posted a minute, so the number 
of “points” is divided by 30. This will 
be the amount of time in which the 
posting should be completed and _ is 
called “standard time.” The test rating 
is obtained by dividing the “standard 
time” by the bookkeeper’s time, after 
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Courtesy, Burroughs Clearing House 


Larger form shows bookkeepers’ monthly rating. Smaller form is a one-day test slip. 


adding three minutes for each error 
made during the one day’s work. The 
average rating is obtained (ledger and 
statement) and a fully seasoned book- 
keeper should be able to make a rating 
of frem 105 to 140 at this point. 

Since it is not practical to give the 
test every day, it is assumed that the 
bookkeeper would have posted at ap- 
proximately the same rate during the 
whole month. 

The pertinent portion of the one day 
test is placed on a chart under the 
proper headings along with the penal- 
ties for mistakes of various types, at 
the rate of three minutes for each error 
during posting, 30 minutes for mis- 
posts not caught by bookkeeper, 60 min- 
utes for book out of balance and 100 
minutes for stop payments paid. After 
the information has been assembled on 
the chart, the first procedure is to find 
the posting rate made by the bookkeep- 
er. This is done by dividing the number 
of points posted by the length of time 
it took to post them. This figure is usu- 
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Seat your $25,000 secretary on nothing 
but the best... for less than 2¢ a day 


N a 10-year period, you will invest a 

minimum of $25,000 per office em- 
ployee in fixed expense —salary, floor 
space and overhead, Isn't it good busi- 
ness to invest a few cents a day more in 
office modernization—to improve em- 
ployee morale, productivity and health 
—not to mention savings in time and 
effort, and the increased prestige of a 
better looking office? 

GF Metal Business Furniture may be 
amortized in ten years. On that basis, the 
cost of completely refurnishing your 
office, with all the GF chairs, desks and 
files you need—the finest furniture that 
money can buy—will be less than $50 
per employee per year. The amortized 
cost of a Goodform Aluminum Adjust- 
able Chair for your secretary, for ex- 
ample, is less than 2 cents a day. 


There is a complete line 
of GF metal furniture 
desks, tables, chairs, files 


and shelving 
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The demand for GF Metal Business 
Furniture is currently greater than the 
supply. However, now is the time to plan 
the modernization of your office on a 
long range program. Call the local GF 
Branch or Dealer to help you. You will be 
surprised how profitable an investment 
that could be. The General Fireproofing 
Company, Dept. 0-27, Youngstown 1,0. 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


© GF Co. 1961 


vt r- 
4 

2 

i yO 


Becavsz of the defense 
program and material shortages, 
the demand for GF Metal 
Business Furniture exceeds the 
supply. Deliveries are uncer- 
tain and at best long delayed. 

As a result of this condition, 
do not rush in and buy what- 
ever office furniture you can 
get. That is a costly procedure. 
Instead, plan for the future and 
as merchandise becomes avail- 
able you will be ready to buy 
on an intelligent basis and ac- 
cording to an adopted plan. 


GF Metal Business Furni- 
ture properly applied to the 
requirements of each individual 
job in an office will usually pay 
for itself in a short period of 
time. It will improve employee 
morale, promote health, in- 
crease productivity and enhance 
your company prestige. 


Business furniture bought on 
a hit-or-miss basis is expensive 
throughout its lifetime because 
it decreases your return on the 
money you spend for employee 
salaries, floor space and gen- 
eral overhead. 


A GF representative can help 
you plan a program now to 
make the most effective use of 
your present equipment, and to 
replace inefficient, out-moded 
equipment in an orderly, sys- 
tematic manner, Contact him 
or write to headquarters. 


Bear in mind that GF Metal Business 
Furniture is the finest that expert fabri- 
cators can build and the best that your 
money can buy. GF is not reducing 
value or sacrificing quality in the pres- 
ent situation. In the long run you will 
enjoy substantial dividends from a 
policy of planned replacement of your 
old desks, chairs, files and shelving. 
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ally carried over an extra decimal for 
accuracy. 

‘The next operation is to find how 
long it would take the bookkeeper to 
post an average book for one month. 
An average book of 5,000 points per 
day for 25 working days is used to sim- 
plify and facilitate figuring. This would 
amount to 125,000 points per month, 
and by dividing 125,000 by the posting 
rate the bank arrives at the total 
amount of time it would take the book- 
keeper to post the book. To this figure 
s added the total number of minutes 

nposed in the form of penalties, and 

e result is the “chargeable time.” 

hirty items or points can be posted 
er minute, so dividing 125,000 points 

y 30 produces the “standard time” or 
,166 minutes which is the amount of 
ime in which the posting should be 

me. The “standard time” is now div- 


ed by the “chargeable time” and the 
sult is the bookkeeper’s final rating. 
atings made by experienced bookkeep- 


ers fall into the following categories. 
Under 80, poor; 80-100, fair; 100-115, 
good; over 115, excellent. 

Bookkeeping accuracy at the bank 
is determined under the dual posting 
system. When the bookkeeper compares 
books, she makes a record of all errors 
made during posting. This chart for 
daily errors, which requires only a few 
minutes each day, is made on an error 
sheet, which is also valuable in locating 
differences when a book is out of bal- 
ance. 

After a year’s experience, the bank 
finds that bookkeepers are as interested 
in their ability rating as they are in 
speed and accuracy. Concern is shown 
over the number of daily posting errors, 
mis-posts, ete., and it has been shown to 
have a very definite influence on aceu- 
racy. Ratings usually run true to form, 
and in more than one instance they have 
had a direct bearing on raises and dis- 
missals.— Reprinted from Burroughs 
Clearing House. 





HE newly completed office building 

of the United Nations, on New 

York’s East River, is called the 
Secretariat. It is 39 stories high and 
its entire east and west facades are sur- 
faced with blocks of blue-green glass be- 
tween aluminum framed windows which 
make the two wider sides of the build- 
ing appear as huge blue mirrors. The 
narrow north and south ends are win- 
dowless and faced with marble. 


70 


The 5,400 windows are glazed with 
a glass which absorbs outside heat and 
reduces solar radiation so that sunlight 
has little effect on the temperature ot 
the 889,000 sq. ft. of office space, res- 
taurants, departmental conference rooms 
and corridors. The 2,700 individually 
controlled air conditioning units and 
radiant heating promise ideal working 
conditions for the 3,500 members of 
the UN office staff who come from all 
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— PITNEY-BOWES 


¢) Postage 
Meter 


World’s leading makers of mailing 
machines . . . offices in 93 cities... 


nstastenaal 
all 
w 
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Always out... 
when you need one! 


® Mr. Dodd is doggone disgusted. 
The Home Office wired that the new 
price lists must go out tonight—and 
there isn’t enough postage in the office 
to cover the list! So instead of stopping 
at the mailbox, Mr. D. or his secretary 
will have to trek down to the postoffice 
in the rain, for stamps ...Such 
occasions try men’s souls—and make 
enthusiastic users for the DM. 

® The DM is the newest and smallest 
postage meter .. . little larger than a 
desk phone. But it prints postage, any 
amount needed, for any kind of mail, 
directly on the envelope, with a dated 
postmark. And if you like, a small 
advertisement, too. Has a built-in sealer 
for moistening envelope flaps. Even 
handles parcel post. 

® The convenience of always having the 
right postage available .. . the efficiency 
of metered mailing—has sold Z” 
thousands of DMs the past year. 

@ There’s a postage meter model, 

large or small, for everybody. Ask 

the nearest Pitney-Bowes 

office, or send the coupon ! 





PITNEY-BOWES, Inc, 
3464 Pacific Street, 
Stamford, Conn. 


Please send free booklet on the DM. 


Name _ 


Firm 


Address 














countries of the world and are accus- 
tomed to many different temperatures. 
An integrated system of vertical elec- 
tric conveyors of dumbwaiters and pneu- 
matic tubes, operating from a central 
distribution point, will speed the han- 
dling of official records, documents and 
mail to all parts of the building as well 
as to the adjoining Library and Con- 
ference area. The 21 high speed ele- 
vators will be supplemented on the 
lower floors by 8 glass-enclosed bronze 
escalators to the meeting hall area and 
the adjoining General Assembly. 
Directly under the building’s top floor 


The United Nation's Secretariat in New York. 


Ewing Galloway, N. Y. 


which contains mechanical equipment, 
there is an apartment for the Secretary 
General, complete with fireplace. Below 
this are floors of offices with three floors 
in the center of the building reserved 
for archives. On each office floor, the 
more important private offices face the 
river, adjoined by secretaries’ offices. 
Smaller private offices face inland with 
general services like filing and typing 
in the center area. This is believed to 
be the most completely equipped office 
building with facilities for a telephone 
on every desk and even television out- 
lets in all offices. 

Bids from as many member nations 
as possible were sought for the pur- 
chase of more than $500,000 worth of 
office equipment and supplies for the 
United Nations’. offices. 


Beginning below is a series of 
reports by overseas authorities on 
office equipment conditions 
in their countries. 


Great Britain 


RICHARD L. LYDALL 
President, 
Stationers’ Associa- 
tion of Great Britain 
& Ireland. London, 
England. 


ATURALLY only the briefest re- 
view can be made of so vast a sub- 
ject as trade conditions in this coun- 
try in so short an article. Since the 
war we have been steadily climbing 
back to the pre-war condition of com- 
plete stocks of all lines, but we still 
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bape’ 
oull lilee in the 
ri New 
G-E Water Cooler! 


WATER 
COOLERS 


Water at work... 


can save you money! 


Cool, convenient, sanitary drinking water 
makes your payroll dollar worth more by 


improving employee efficiency and morale 
...increases sales by building customer 


goodwill. 


SEALED REFRIGERATION SYSTEM 
Efficient, dependable. Tamper-proof and 
trouble-free. Covered by 5-year protec- 
tion plan. 


ASK your local G-E dealer for ad- 


! 

You can put your confidence in— ; COMPANY 
t 
! 


GENERAL @@ ELECTRIC | 
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SANITARY, SATIN-SMOOTH ATTRACTIVE MODERN STYLING 
The Tampico Brush finish of the stainless- The new G-E Water Cooler, with its slim 
steel top makes a cool drink of water lines and cool-green wrinkle fisish, 
a pleasant interlude in a busy day. blends with any surroundings. 


FITS ALMOST ANYWHERE DIAL THE WATER TEMPERATURE YOU WANT 


An ordinary office chair takes more space Control knob is easily reached behind 
thon the new G-E Water Cooler. Looks removable front panel, yet concealed 
well between rows of filing cabinets. against tampering. Set it and forget it. 


FREE! 24-pace noon We MAN THIS COUPON! — | 
Blectric Please send without obligation to me the fully illustrated 


General Company, Sec- 
tier OF-4, Air Conditioning | jook “Water ot Work.” 
Department, Bloomfield, N. J. siete 








ADDRESS 








A corner in one of the offices in the new 
United Nations Secretariat Building. 


iave far to go before that happy state 
s achieved. Many lines, however, have 
eturned to us and are in good supply 
ut many others, such as typewriters 
nd metal office equipment, are still in 
hort supply. 

At the present moment, all stationers 

nd allied trades are very concerned 
t the paper shortage, which is as acute 

yw as in the worst period of the war 

d is, of course, proving a tremendous 
landicap. This is indeed a heavy blow 

firms which were recovering from the 

r and looking forward for a period 

expansion in the future. 

The trade, as a whole however, can 
say with sincerity that it has made a 
good recovery and is full of life and 
progress. Many new lines have been 
put on the market and manv new ma- 
terials, the use of which has been 
learned from war experience, have been 
pressed into service. 

The Stationers Association itself has 
increased both its membership and its 
influence and it is safe to say that no 
firm of standing, either manufacturer, 
wholesaler, or retailer feels that it can 


dispense with the cachet that member- 
ship to our association gives. 

During this past year we have con- 
centrated on the education of assistants 
as it is recognized that the efficiency 
of any business depends on the efficiency 
of its staff. Classes, lectures, demon- 
strations and visits to factories and 
mills are held in all parts of the coun- 
try, and an examination for the diploma 
of the association is held at the end of 
the period of tuition. This diploma is 
eagerly sought after and its holder is 
recognized to be a fully equipped sta- 
tioner. This work of education is a 
very real contribution to the advance- 
ment of the trade and the qualified as- 
sistant, which incidentally is a well 
paid position, will go far towards 
putting our trade well to the front. 


A. LACHAT 
President, Chambre 
Syndicale de la 
Mecanographie, 
Paris, France. 


HE office machines market in France 

would have continued to rise were 

it not for a shortage of adequate 
materials and a financial crisis that 
business is even now experiencing. 

It is estimated that there are 500,- 
000 typewriters requiring replacement 
by reason of their age. To satisfy 
these needs, the production within 
France is clearly insufficient in standard 
or office typewriters; with respect to 
special machines and particularly wide 
sarriages, their manufacture just does 
not exist. To remedy that situation, 
the government authorized the importa- 
tion of about 9,000 typewriters during 
the first six months of 1950. These ma- 
chines were supplied by Germany, Italy 
and Sweden. Though these were not 
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Home Sweet Home 





if fuel and power companies kept NO RECORDS 


Home Sweet Home would be pretty sour without fuel for heat and power for 
light and electrical equipment. But this would be the picture if nobody in the fuel 
and power companies kept records, for records provide the “track” on which 

all business and industry run. 


In your business, you will find Boorum & Pease record forms and devices 
will simplify and speed your record keeping. They embody 

over a hundred years of experience in manufacturing Sfandang 
forms and equipment. 


B&P Visible Record Equipment, for example, 

offers you the utmost in speed, accuracy and all-round 

efficiency for keeping all individual records where Product 

a single card or sheet is used for each name or item. FOR EVERY RECORD—A WAY TO KEEP IT 
Ask your stationer for full details. SROORLYN 1, 6. Y. 
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American, the latter eontinues to enjoy 
the favor of the customers. 

American calculating and accounting 
machines are practically without com- 
petition both by the quality and di- 
versity of their different models. We 
realize clearly our limitations due to 
the dollar shortage here which is why 
our government seeks its merchandise 
from Europe, but we have been pro- 
testing this procedure for several years. 
In fact, they seem to forget that there 
exists the possibility in France of a 
flourishing market for second hand ma- 
chines imported from the United States. 
The misunderstanding of this reality de- 
prives an important part of our cus- 
tomers of the only machines that fill 
their needs and their financial possi- 
bilities at this time. It is without doubt 
that good second-hand machines would 
have the favor of users and we offer 
as proof the large number of orders 
received daily even from important 
French Government bureaus. We urge 
our American friends to join our 
efforts to overcome the problem. 


Belgium 


A. HOPPE 


President, Chambre 
Syndicale Belge des 
Agents Generaux 
et des Fabricants 
de la 
Mecanographie, 
Brussels, Belgium. 


try is of very great importance in 
Belgium, the manufacture of fine 
mechanical devices is fairly undeveloped. 
The office equipment industry, in par- 
ticular, is practically non-existent. At 
one time, a foreign firm set up an as- 
sembly workshop in Belgium. This en- 
terprise rapidly proved unsuccessful. At 


A LTHOUGH the metallurgical indus- 
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the present time, only two Belgian firmus 
are interested in the manufacture of 
small devices for reproduction. They 
have to fight strong foreign competition. 

If the office equipment industry is 
negligible in Belgium, such is not the 
case with regard to its trade. It con- 
sists in the importation and distribu- 
tion of products manufactured abroad. 

Our prin¢ipal suppliers are the 
United States, Germany, Switzerland, 
Italy, Great Britain, Sweden and’ 
France. Together, these countries ship” 
to us the complete range of office ma-7 
chines and articles known and used up 
to now, each of them striving to secure 
a more and more important place on 
our market. At present, the importa- 
tions coming from the United States 
are preponderant. 

It is, however, necessary to note that 
the sales policy of the European fac- 
tories is more flexible than that of their 
American competitors. They consent 
easily to adapting their manufacture 
to the requirements and tastes of the 
clientele instead of striving chiefly to 
impose the models conceived by thems 
The consequence of this may be that the 
importers of American products will, in 
the future, encounter more difficulties 
in disposing of them. ; 

Credit granted after the war by the 
ECA has enabled the issue of all 
licenses requested by the importers of 
American products. On the other hand, 
nothing has hindered the importation of 
material from European countries. This 
has permitted the filling of the gaps 
created during the period 1940-1946 and 
the reconstitution of stocks. At the 
present time, without being saturated, 
our market is well supplied. What 
characterizes it is the large diversity 
of makes and models offered. Indeed, 
public choice is split up over some 
twenty odd makes of typewriters. More 
than thirty makes of adding or ecaleu- 
lating machines are imported. The 
number of makes of reproducing de- 
vices, accounting machines, punched 
ecard and statistical machines is less 
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Have you considered 


this way of cutting 


operating costs? 


Smart management is looking into 
typing costs and the way the increased 
production of the Royal Electric Type- 
writer can help bring them down. 


Heavy-duty routine work is delivered 
with remarkable speed and economy. 
And for specialized jobs, the Royal 
Electric can supply as many as 20 
carbon copies. Management’s letters 
sparkle with a crisp clarity that does 
credit to them . . . and to the firm. 


Whether the Royal Electric graces 
the front office or does yeoman service 
in the typing pool, it raises morale. 
For operators find that their tension 
and fatigue are banished by its well- 
# nigh effortless operation. 


Here’s important news! On the 
Royal Electric the controls are in the 
same position as on Royal Standard 
Typewriters. Operators are on familiar 
ground. The problem of a time-con- 
suming “change-over” has been elim- 
inated by the Royal Electric. 


Exclusive “Touch Control” allows 
the operator to adjust the touch to give 
her the “‘feel”’ she prefers. And “*Magic” 
Margin permits instant, automatic 
margin setting. These are exclusive 
Royal Electric features! 


May we show you how efficient the 
Royal Electric can be in your office? 
Have your secretary send in the coupon 
now. 


STANDARD Q i A ELECTRIC 


Made by the World’s Largest Manufacturer of Typewriters 


“Touch Control’’ and;*‘Magic” are registered trade-marks of 
Royal Typewriter Company, Inc. 
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SEND IN COUPON NOW! 


ee 


Royal Typewriter Company, Inc., Dept. 45 
2 Park Avenue, New York 16, N. Y. 


| I would like a copy of the brochure, “Picture of Progress,” 
| describing the Royal Electric. 


NAME ___ 





COMPANY 





ADDRESS 


i 
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Got Market-Wise 
at the 
BIGGEST SHOW and 
CONVENTION of 


OFFICE FURNITURE 
and EQUIPMENT 


The 5th Annual 


NATIONAL OFFICE 
FURNITURE ASSOCIATION 


STEVENS HOTEL—CHICAGO, Ill. 
MARCH 4, 5, 6, 1951 


Sunday Monday Tuesday 


* * * 


What an incomparable opportunity for 


OFFICE FURNITURE DEALERS 


to learn at first hand about merchan- 
| dise trends today. Three full days to 
' view a cross-section of manufactured 
) products of the OFFICE FURNITURE 
§ and EQUIPMENT industry. Over 100 
| exhibits to inspect. 


| Meet and talk with the leaders of 
ane industry for valuable business in- 
formation, sociability and profit. 
Complete registration for members 
including all functions: luncheon, ban- 
quet and registration, $25.00; non- 
members, $35.00. 


Mail your registration today to: 
National Office Furniture Association 


JOHN R. GRAY, Executive Director 
60 East 42nd St., New York 17, N.Y. 








imposing, but is certainly sufficient in 
view of the absorbing capacity of our 
market as far as these types of equip- 
ment are concerned. 

Distribution is ensured either by for- 
eign factories which have set up general 
selling agencies in Belgium, or by au- 
tonomous importers established in the 
country and dealing with foreign fac- 
tories within the limits of contracts 
which generally grant them the exclu- 
sive sale of their products in Belgium. 
These importers are general agents of 
one or several makes. — 

Some importers have a sales organi- 
zation of their own: shops and agencies 
spread out over the most important lo- 
calities, sales representatives covering 
the whole territory. Others, possessing 
a similar but less developed organiza- 
tion, distribute their products with the 
assistance of retailers in the large cen- 
ters. Others, finally, sell exclusively 
through the intermediary of these latter. 
These various methods of distribution 
explain the number of different makes 
of similar machines exhibited in one 
single display window of these trades- 
men. 

To sum up, some fifty odd firms have 
as their object the importation of office 
machines, of which they are striving 
to dispose, with or without the assist- 
ance of retailers or dealers. 

The large diversity of makes im- 
ported, the fairly limited absorbing ca- 
pacity of the Belgian market and the 
relatively large number of professional 
dealers in office equipment are the prin- 
ciple factors which have rendered com- 
petition so keen that the importers and 
retailers have felt the necessity of 
grouping themselves into two syndical 
chambers to defend their commercial in- 
terests: (a) importers and _ general 
agents (b) retailers. These associations 
accept in their midst neither furniture 
manufacturers nor dealers in office sup- 
plies. They have cleaned up the mar- 
ket by demanding of their members 
adherence to the rules which impose 
on the honest trader professional duty 
and honor. Thanks to the fine spirit of 
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This Is The Col 


Revolutions 


nhinatlo | 
ee U 
Record-Keept"s 


e Your 


» That Will 


Resende are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets. It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


All good stationers have Accobind Folders and 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


feco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N, Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 
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solidarity which animates their mem- 
bers, they have now attained, to a large 


did m a ] i | | | y extent, their object. 
Ditieiinniee West Germany 


WESTERICH 


- 9 President, Verband 
“,.-that’s the only way I Papier Burobedarf 


know to describe the way Fiae f Pa und Schreibwaren, 
Mongol Pencils write” 4 : Hamburg, Germany. 


. .. says Joseph J. Burke, 
Store Clerk, Cambridge, 
‘Mass. 


? e — 2 i HERBERT 


EVELOPMENT of our trade in 
Western Germany has been subject 
to heavy fluctuations since the middle 
AB2r ee oul of 1948, when the currency reform was 
: enacted. After the currency reform, a 
g growing demand for our products was 
noticeable which industry had difficulty 
Posting figures all day in satisfying in some cases. The seller’s 
kes less effort with , market conditions during those months 
ongol Pencils” : automatically warranted satisfactory 
. . claims Bookkeeper 1 ie — ‘ i 
hel A. O'Neil, of Port Industry steadily extended itS ca- 
geles, Washington. ; pacity and hence production increased. 
ies The larger output, however, and a slight 
decline of the market in the middle of 
.»it’s the 1949 entailed an overproduction in some 
LIGHT TOUCH LEAD fields ‘of our business which very soon 
that does it! caused prices to fall. Such conditions 
lasted until the early summer of last 
year, when the outbreak of the Korean 
War brought about a radical change. 
: Very suddenly, an acute shortage arose 
endtindc dee ne of all goods of our trade which are 
writing qualities. There can be a differ- manufactured from paper, steel and 
ence in your office, too... if you'll ask for non-ferrous metals because, on the one 
Mongols every time. hand, big purchases of iron and steel 
and coal were effected by foreign buyers 
in Germany and because, on the other 
hand, a raw material shortage was 
saused in the world market by consider- 
able purchases of the dollar countries 
and the generally growing home and for- 
eign demand, whereby it proved impos- 
sible to import into Germany raw ma- 
terials like cellulose upon which our 
industry is dependent. Wholesalers and 
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Office Equipment & Stationery Manufacturers 


Latin America is a Growing $ Market for your Products 


SELL IT 


More and more office supply 
items can now be imported into 
Latin American countries. {a 


EDICION DE 1950 


They have steadily reduced their e e 

dollar indebtedness. Their ex- 

panding commerce and industry icind 
needs a greatly increased 
volume of office equipment. 
Many import restrictions have 
been lifted. Now is the time to 
establish a valuable export trade. 


REVISTA DE EQUIPOS *PARA OFICINAS 


ADMINISTRACION EQUIPOS METODOS 


GET YOUR SHARE OF THIS BUSINESS! 
ADVERTISE IN THE 1951 La OFICINA 


La OFICINA reaches and is read by the importers and dealers of office equipment 
and stationery in Latin America. Tell them the advantages of selling your products. 
Another profitable audience for you in La OFICINA are the office managers in 
the leading government and business offices, who rely on it to help them purchase 
office equipment and supplies. 


CIRCULATION 9,000 — ALL GOOD PROSPECTS FOR YOUR PRODUCTS. 
Send NOW for sample copy, circulation breakdown and advertising infermation. 


OFFICE PUBLICATIONS CO., 270 Madison Avenue, New York 16, N, Y. 
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Easy on the Eyes 


- and 
Bookkeepers 


by 
yh 
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Standardize on Atlantic Ledger in Your books will look neater, too. The 
ur bookkeeping department. It’s the uniform, durable surface cleanly, clearly 
favorite posting paper with better silhouettes every pen, pencil or machine 
pokkeepers everywhere. The non-glare marking. And erasures are made so 
ace is easy on the eyes— reduces easily. 
strain and fatigue — keeps efficiency at a Try Atlantic Ledger in Buff, Eye Com- 
peak. Mistakes are fewer — tempers fort or White. You’ll be pleased with the 
better — efficiency higher. better results and the economical price. 





—| EASTERN 


E) Kastern's Atlantic Ledger 


AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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retailers soon ran out of supply since 
their financial reserves, owing to the 
currency reform and the taxation policy, 
were inadequate for maintaining large 
stocks. Supply terms of industry dras- 
tically lengthened by the weeks and 
months, Prices for several commodities 
such as paper and stationery went up. 
Such are the present conditions of our 
trade. 

Serious bottlenecks are, for the time 
being, paper and office machinery e.g., 
typewriters, adding and bookkeeping 
machines. The shortage of office ma- 
chinery is mainly caused by consider- 
ably increased exports. On the other 
hand, office machinery of different for- 
eign makes is also imported into Ger- 
many, especially from Italy, Sweden 
and Switzerland under the trade agree- 
ments concluded with nearly all Euro- 
pean countries. Such imports, however, 
cannot satisfy the German home de- 
mand either. 

In this connection it must be recalled 
that the German market is characterized 


by the existence of a huge replenish- 
ment demand beside the normal “new 
for old” replacement and extension de- 
mand. . The replenishment demand, 
caused by war destruction and the vir- 
tual standstill of industry through 
many years, makes business prospects 
promising for many years to come. 

All produets manufactured in 
Western Germany are again of first 
class quality. Assortments are of great 
variety. At the time of overproduction 
one year ago, the trade even had to 
object to a too wide range in variety. 
Office machinery is designed with a 
“new look” which, I believe, is an ideal 
combination of the, for German 
standards, overdone super - modern 
streamlined design of U. S. makes and 
the rather conservative prewar design 
ot German makes. I regularly read the 
American trade periodicals and I gather 
our American colleagues very often are 
confronted with problems similar to 
ours. 


There are two associations for our 





girl — in space smaller than a small desk 


She presses a foot pedal... 
the pages of your report or bulletin, 
stock list, etc. fall into her hands—all 
collated or gathered”. 


One girl does swiftly ... easily . . . work 


that used to disrupt a department. 


.. and there's ample capacity ‘on tap™ 
always for rush loads. With flexibility for 
quickly switching from one job to another. 
Our simplified COLLATING WORK SHEET 
"©" will show you when and where mechan- 
ical collating pays. We'll mail it gladly on 
request. 


Thomas Mechanical et | ae Corp. 


specialists in paper gathering 


30 Church Street, New York 7, N. Y. * 


Digby 9-2270 
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Neu! “Punchless” Binder 


Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revolution- 
ary “Punchless”. Zip —it’s open! 
Zip — it's closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 


The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with “Punchless” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 
Co., 153 W. 23rd St., N.Y.11,N.Y. 


CADO_ 


‘PUNCHLESS” BINDER 





trade in West Germany: VPBS (Ver- 
band Papier Biirobedarf und Schreib- 
waren) Associated Paper, Office Supply 
and Stationery Traders and BBO (Ver- 
band Biiromaschinen, Biiromébel und 
Organisationsmittel) Associated Office 
Machinery, Office Furniture and Index- 
ing Material Traders. 

I feel sure that an exchange of views 
and experience between the trade or- 
ganizations of our two countries will 
prove very valuable and I shall have 


pleasure in doing what I can to this end. 


Great Britain 


W. LORRAINE 
HAIG 
President, Typewriter 
(and Allied) Trades 
Federation of 
Great Britain & 
Ireland, London, 
England. 


dealing with production the follow- 

ing information will be of interest. 
In Great Britain in 1935 the industry 
produced a total of approximately 29,- 
000 typewriters. In 1949 the output 
had risen to 93,000, and of that we 
were exporting approximately 38,654 
machines. A big step forward. We 
are obliged to export a substantial pro- 
portion of our present output. 

A few months ago my message would 
have been easy to write as we were 
rapidly approaching a sellers’ market. 
That position had come about owing to 
the increased production in this coun- 
try and by typewriter imports from Eu- 
rope. Today, however, with rearmament 
decided upon, and the consequent call 
upon the available raw materials and la- 
bor, it is my opinion that production 
will suffer a set-back. 

While there is not much information 
of the effect rearmament will have on 
European production, there is no doubt 


Te those who are interested in figures 
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Even your 
office boy 
can be a 








... and he’ll be one in 15 minutes if he 
counts on a Facit! 


The Facit is a calculator of entirely new type, ideal for all kinds of office 
work, Thanks to its easy-to-learn 10-key system, anyone in your 

office can learn to operate it. In addition, it’s so 

small and light — not much bigger 

than a telephone—that you just 

naturally move it around to 

wherever it’s most needed. 


The Facit is fast, 
dependable, economical... 
and needs no trained 
operator. 


WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF 


AKTIEBOLAGET ATVI DABE RGS INDUSTRIER 


U.S. SUBSIDIARY: FACIT, INC. 500 FIFTH AVE., NEW YORK 18, N.Y. 
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NO WASTE WORDS... 


1 MMOL I oy 


A 


Nem 


SHORT! 
Ose... 


ouabpey 
Carer ntraved 
BUSINESS 


FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 
a 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 


oa 
Exclusive, but Not Expensive! 
Expert Staff . . .. Complete Facilities . . 


Prompt Service . . . . Reasonable Prices! 


Make your next office form a | SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. O, GAVRIN PRESS BLDG 
New Rochelle +# New York 





that that new policy will have its ef- 
fect on imports also. Meanwhile licenses 
to import are not easy to obtain. 

In the last few years well known 
typewriter manufacturers from over- 
seas have opened new factories in this 
country and are now producing. What 
effect their production will have on 
the general position which now faces us, 
has yet to be seen. It has been a 
pleasure to welcome them here. Rumor 
suggests that other overseas typewriter 
producers are interested in acquiring 
suitable factory sites in Great Britain. 

Our chief difficulties are labor and 
materials, which, of course, come un- 
der the heading of controls. I will not 
enlarge upon that. 

Our federation, The Typewriter (and 
Allied) Trades’ Federation, comprising 
as it does all sections of the industry 
(manufacturers, wholesalers, indepen- 
dent dealers and agents) exercises a 
strong influence throughout the whole 
of the trade. Problems arising from 
time to time are thoroughly thrashed out 
in council and the decisions arrived at 

(Continued on page 110) 





“I'm sorry, dear, but I keep thinking of my 
company sales record.” 
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the |resloline storu 


NATIONALLY KNOWN 


. . Nationally advertised . . . nationally 
accepted. Pres-to-line has earned a national 
reputation as the only product of its kind 
— offering exclusive features found only 
in Pres-to-line! 


FAST SELLING 


An easy demonstration quickly convinces 
the prospect of the definite advantages 
that Pres-to-line gives them. All executives 
are interested in increasing economy, 
speed, and efficiency. Pres-to-line liter 
ally sells itself! 


EXCLUSIVE FEATURES 


The only modern typewriter reading equip 
ment on the market today! No other 
product in the office equipment field offers 
such exclusive features. Pres-to-line is 
non-competitive . in a class by itself! 


PAYS FOR ITSELF 


The strongest selling point a product can 
offer! Actually saves an average of 23% 
of typing costs. Proven by universities, 
business and government methods de 


ms, partments 


TYPING SYSTEM 
and 
RIBBONS * CARBONS 
DUPLICATING SUPPLIES 








(or. why Pres-to-line Exclusive Distributors are successful) 


EXCLUSIVE FRANCHISE 


A few exclusive franchise, county distrib- 
utorships are still available to qualified sales 
representatives at absolutely no charge. 
You are joining a nationwide distribution 
organization. 


ELIMINATE OVERHEAD 


As an exclusive distributor for the fast 
selling Pres-to-line, you are in your own 
profitable business— yet operate with 
virtually no overhead—yust as all success- 
ful Pres-to-line distributors are doing. 


YOUR OWN BUSINESS 


No longer is it necessary for you to cons = 
tinue to build business-for someone else, 
or to split the profits of your sales. There 
is just a small investment for stock only 

. . and you're in business! 


$10,000 OR MORE 


Can you qualify for earnings in this 
bracket? Have you the desire to own your 
own business? Can you sell to executives? 
— Could you hire and train your own sales 
staff? Ifso... 


WRITE+ WIRE: OR PHONE TODAY! 


PRECISIONEERING MFRS., INC. 


2339 COTNER AVENUE 
LOS ANGELES 64, CALIF 


1 am definitely qualified for a Pres-to-line exclusive distributorship 


Please send full details 


NAME 





ADDRESS. 





city 


ZONE____STATE 
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COPYHOLDER 


Precisioneering Mfrs., Inc., Cot- 
ner Ave., Los Angeles 64, Calif., make 
Pres-To-Line Copyholders, for standard 
and electric machines, which fold over 
the top of the typewriter and go into 
the typewriter desk without removal. 


99 
2339 


Mully adjustable to individual typists’ 


ceeds, Pres-To-Line Copyholders are 
nished in pleasing neutral gray and 
ome in 14”, 18”, 24” and 32” widths. 
he first three sizes are equipped with a 
ica and elite type rule to save typists’ 
time. Another model has foot pedal line 
spacing control which allows this copy- 
holder to be used on key punch ma- 
chines, bookkeeping machines and wher- 
ever it is necessary for the operator to 
have both hands free. Illustrated litera- 
ture from above address. 


ACTINIC INK 
Sanford Ink Co., 2740 Washington 
Blvd., Bellwood, Ill., makes three colors 
of Actinic Fountain Pen Inks for Ozalid, 
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Bruning and other copy machines to per- 
fect reproduction. They are more opaque 
under exposure to actinic lights, and 
produce strong, sharp copies. Colors are 
brown, green and black and these inks 
san be used in any fountain pen and for 
all forms of writing with a pen. This 
makes unnecessary the purchase of spe- 
cial pens and eliminates the need for the 
carrying of two pens by traveling men. 
Another feature is that they are eradi- 
cable. This is expected to broaden the 
use of the copy machines for many addi- 
tional types of copy work. The inks 
will come in 4-oz. bottles with chamois 
penwiper for 35c, and in easy-to-handle 
larger bottles containing 1/5-gal. at $1.50 
each. 


TYPEWRITER PAPERS 
American Writing Paper Corp., Hol- 
yoke, Mass., have issued the second edi- 
tion of their Eagle-A Boxed Typewriter 


RE RRR ey RRR ee 


-apers sample book which is practical as 
well as attractive. It is loose leaf in 
style and the stationer may, if he wishes, 
replace soiled or torn sample sheets. 
Every item carried in the line is in- 
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cluded in the samples together with 
deseriptive stock data covering boxed 
flat paper, and cut and wrapped items. 
Carefully indexed for easy reference, 
the book is ideal for counter or outside 
selling. 


INTERCOM SYSTEMS 


Executone, Inc., 415 Lexington Ave., 
New York 17, N. Y., offers their Book- 
let B-8 titled, ‘‘A New Method for 
Reducing Costs and Improving Indus- 
trial Operations,’’ which describes how 
intercom systems can aid in materials 
handling control, maintenance dispatch- 
ing, job timekeeping, stock and _ tool 
room procedure, and production plan- 
ning and eontrol. 


CARBON-RIBBON DATA 


Old Town Ribbon & Carbon Co., 750 
Pacific St., Brooklyn 17, N. Y., have 
published an enlarged second edition of 
the ‘‘Old Town Counsellor,’’ a 48-page 


“Wig a lb» 


fully illustrated book that deseribes the 
characteristics and uses of ribbons and 
earbons including spirit heetograph du- 
plicators and supplies. Causes and cures 
are given for problems arising in the use 
of carbon and ribbons. The section on 
spirit duplicating gives hints on how to 
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obtain best results with this process and 
describes its use for systems work. A 
table shows how to select the right car- 
bon and ribbon for specific types of 
work and there is a complete list of rib- 
bon specifications for all typewriters and 
adding machines. Ribbons for tabulating 
machines, addressing machines and off 
set duplicating are also covered. A copy 
of this up-to-date reference manual may 
be had from above address. 


SPIRIT ADDRESSER 


Business Systems, Inc., 310 North 11th 
St., Philadelphia 7, Pa., announce the 
Seriptograph addressing and duplicating 
unit which, although originally designed 
for use with their large Scriptomatie 
addressing machine, has found favor as 
a hand addresser and is now sold as a 





separate complete unit. The Scripto- 
graph duplicates from spirit carbon mas- 
ters making each impression with @ 
simple pull-push stroke. It is easy to 
handle and use, and capable of reprodue- 
ing addresses in quantity, at low cost, 
with no operator training. Full informa- 
tion from above address. 


METAL DRAWER SUPPORT 


Extension Drawer Support Co., 3727 
Broadway Place, Los Angeles 7, Calif., 
make the New Standard Extension 
Drawer Support which consists of four 
right-angle pieces of metal, two to each 
drawer side. Two track pieces screw 
into the side of the case in a stationary 
position. The two support angles are 


9} 








fitted into the stationary pieces. The 
drawer is laid into the cradle formed by 
the support angles and slides with no 
tendency to bind. No screws are used 
except to install the stationary tracks. 
Drawers can be opened fully with drawer 
backs even with the front of the case or 
cabinet without the danger of them 
falling. The support eliminates need 
for center or side guides. You can push 
a 48” drawer closed when fully opened 
with one finger from the corner without 
causing any binding action. Framing 
of cases and cabinets is not necessary 
with the New Standard Support. From 
%” to 2” is added to the height of 
drawers because of the elimination of 
framing or cross bars. Drawers can be 
lifted free for cleaning purposes. Sup- 
ports are made for drawers ranging up 
to 33” in depth. 


PHOTOCOPIER 


F. G. Ludwig Associates, 6 Pease Road, 
Woodbridge, Conn., offer a portable 
photocopier for making copies of docu- 
ments and tightly bound pages. The Re- 
search model is for 8” x 10” copies and 
the Contoura model makes 9” x 14” 
copies, weighs 6 lbs. It makes copies at 


a vost of 7c a page and is ideal for use 
in libraries, ete. It copies under normal 
artificial lighting without fogging paper 
by simply placing on the copy and turn- 
ing on switch. Paper can be developed 
at once or later in standard developing 
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solutions without a darkroom. Curva- 
ture of pages in a bound book do not 
affect the clarity of copies made with 
the Contoura because its pneumatic 
cushion conforms the photo paper to the 
page’s surface contour. Full informa- 
tion from above address. 


VISITOR’S PASS SYSTEM 

Uarco, Inc., Room 1624, 141 W. Jack- 
son Blvd., Chicago 4, Ill., makes Uarco 
Visitor’s Pass Register Forms which are 
easy to fill out and keep rigid check on 
plant visitors at all times. Forms are 
serially numbered and record the date, 
visitor’s name and connection, citizen 
ship, whom visitor wishes to see and why, 
articles carried, time in and out, signa- 
tures of all concerned and car or truck 
license number. Forms will be printed 
to meet any special requirement. Free 
sample forms can be had from above 
address. 


FILE FOLDER LABELS 
Dennison Mfg. Co., Dept. TO, Framing- 
ham, Mass., makes Reinforced File 
Folder Tab Labels which fit all 1% cut 
folders and give any tab (especially 
light weight manila) three-ply strength 


for longer wear. They classify subjects 
by colors to provide instant identifica- 
tion when folders are in file cabinets and 


worn folders 
Each of the 8 colors is iden- 


the user can give old, 
longer life. 
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ow 
simple 
1s t00 
simple ? 


In today’s great race for increased 
production and stimulated com- 
merce some businesses are over- 
simplified! In many an office the 
regular telephone system for in- 
coming and outgoing calls is too 


busy to handle inside communi- 
cations—the essential, on-the-spot, 
inter-office, inter-department ex- 
change of ideas. 


Kellogg SELECT-O-PHONE, the in- 
side private communication sys- iid saat bas 

2 greatest names in 

tem, keeps you in constant, two OF commerce and industry are al- 

three-way contact with depart- ready using SELECT-O-PHONE! 

ment heads, either individually or — — information, write 

collectively —helps get things ‘oday to Dept. 10-C, SELECT.O- 

: PHONE Divisi itch- 

done, speeds production and flow eye anlage 


‘ board and Supply Company, 
of materials. 6650 S. Cicero Ave., Chicago 38, 


KELLOGG 
Select O-Phone, 


THE /S(0€ VOICE OF BUSINESS 


GET THE FACTS 
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THE Denominator WAY! 





/ #2224224 


Wherever you want to ‘Keep Count’’ you can now 
do away with those old-fashioned tally sheets. The 
DENOMINATOR will count, tabulate, record and total 
—with accuracy! 


Considered by many as indispensable on such appli- 
cations as: ORDER TABULATIONS * INVENTORY CON- 
TROL * PRODUCT SALES ANALYSES * FOOD PORTION 
COUNTING * PAYROLL DENOMINATING. 


The DENOMINATOR offers flexibility, ease of opera- 
tion and economy. Available in machines from 1 to 180 


units to meet your specific requirements. For detailed 
information write: Dept. 2-O. 





ne Denominator Company, INC. 


261 BROADWAY NEW YORK 7,N. Y¥Y 


Manufacturers of Tabulating Machines for over 35 years 
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tified by a facsimile dise on the box end 
label, easy to spot from the dealer’s 
shelf. Each carton of 12 boxes has an 
imprinted manila file folder showing the 
label in use and giving a checklist of 
sales features. Available now in cartons 
of assorted colors, bulk boxes of 500, 
or solid color cartons. Free samples can 
be had from above address. 


POSTING TRAY 

Intasco Corp., 3021 W. Carroll Ave., 
Chicago 12, Ill., offer the Norfield Post- 
ing Tray which simple finger pressure 
opens to form a perfect posting ‘‘v’’ 
with front and back of tray at correct 
sloping positions. Cards are prevented 
from creeping, slipping and crowding 
by five especially designed spacers at 
1%” intervals with metal legs that fit 
into metal racks on either side below 
the card bottoms. Wanted cards are ob- 
tained almost instantaneously as flipping 
is easier and visibility practically per- 
fect. The special spacers also provide a 


sé ie 


slight opening at the bottom of the 
which makes replacing easier and pres 
vents nipping. Perfect card alignment ig 


——_—__—_-—-—— ——_—_——— — 
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An Omega lead takes a lot of pres- 


sure without breaking . . 


. thin, lead 


holds a needle point, makes clean, 
sharp figures with lightest pressure. 
24 brilliant colors, ends colored for 
quick selection. Ask for sample on 


your business letterhead. 


RICHARD BEST oe ae co. 


Dept. O Springfield, 
Makers of 


ROYAL SCOT and FUTURA Pencils 
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The Omega is a_ Tryrex 
Pencil—shaped to fit your 
hand—will not roll. 





3! me 


_..FOR Ist and 3rd CLASS 


AT 


Sheppard 
SIMULTAINER 


Write for Samples and Price List. 





PENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


Have you tried MANT-E-SEAL, the FLAVOR FLAP? 





maintained by the two side rails, easily 
adjustable to accommodate cards of dif- 
fering widths. The side rails may also 
be swung outward and downward 214” 
on each side when varying widths of 
cards are being used, permit easier stuff- 
ing and serve as a surface to knock the 
cards against for alignment. Handles, on 
front and back slopes, make it simple to 
move the tray for storage or to another 
location and cards are pressed firmly to- 
gether to prevent spilling. Norfield 
Trays are available for three card 
widths: 6” to 8”; 8%” to 10%” and 114" 
to 15”. Each tray has an overall length 
of 15” and accommodates 1000. 32-lb. 
ecards. Side rails permit 244” offset on 
each side and snap firmly into the up or 
down positions., Trays are made of 
heavy gauge aluminum with a dove gray 
crackle baked enamel finish. Handles 
and fittings are chrome plated. Construc- 
tion and materials provide lifelong use 
and trouble-free operation. List price for 
the small model is $43.50; for the 
medium, $45.50 and for the large, $46.50. 
Packed one to a container, 8. U. Ship- 
ping weight; for small and medium trays, 
5%4 lbs; large, 6%4 Ibs. Prices, f.o.b. fac- 
tory. 


DESK LAMP 


General Lamps Mfg. Corp., Elwood, 
Ind., makes a two-tone deluxe two-tube 
fluorescent Desk Lamp with adjustable 


shade to retail at $16.95. This lamp is 
available in two high-bake finishes: 
platinum chrome finish to go with gray 
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Now, you can rent PRODUC-TROL for your plant... at less tham 
half a cent per day per item... the time-proved production cons 
trol that brought order out of production chaos in World War If 

. . and is licking production bottlenecks in over 10,000 U.S 
Plants TODAY. 


Whether you rent it or buy it... Produc-Trol puts every essential 
factor of every order into plain sight. No need to ride herd on all 


the orders in the house . . . for the famous Produc-Trol ‘‘today line 
instantly highspots the laggards . . . plus any orders that show a 
tendency to lag. Remedial measures can always be taken before 
these ‘exceptions to routine, plan, or standard” become bottleneck$, 
This is tue MANAGEMENT BY EXCEPTION. 


Send today for full data on Produc-Trol . . . and the Produc-Trol 
Rental Plan now available in the principal manufacturing areas 
of the United States. 


WASSELL ORGANIZATION INC. 
WESTPORT 9 . . . . CONNECTICUT 


Without obligation I would like full data on Produc-Trol and the Produc-Trol Rental Plan. 


POSITION 


(Please attach to, or write on, your business letterhead ) 
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RECORD POSTING! 
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EXTRAORDINARY SAVING 
ON SALES, INVENTORY, 
PRODUCTION CONTROL, 
COST OR PAYROLL 
ANALYSIS. 
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Sorts without machines! Anyone, 
seated at desk, in office or plant, can 
sort and segregate punched cards the 
E-Z Sort Way. A simple hand rod 
does it. System can readily be de- 
signed to fit your special needs. Our 
nearest office will gladly demonstrate. 
No obligation. Write us for the ad- 


dress—today. 


E-Z SORT 
Systems, Ltd. 


45 SECOND STREET 
Dept. 31 
SAN FRANCISCO 5, CALIFORNIA 


A few valuable territories open 
to qualified Systems Engineers. 





desks is General’s No. 645; hammerloid 
bronze is General’s No. 646. The arms 
are made of seamless brushed brass tub- 
ing and the one-piece shade, which tilts 
up or down to control the pitch of light, 
has all corners smoothly rounded. 
Equipped with a G.E. ballast, all parts 
of the lamp are U.L. approved. General 
Lamps manufactures a complete line of 
fluorescent as well as incandescent lamps. 


DUPLICATORS, SUPPLIES 

Mimeo Mfg. Co., 401 Broadway, New 
York 13, N. Y., offer their Dealer Cata- 
log No. A-51 containing their complete 
line of Mimeo Stencil Duplicators and 
supplies as well as a complete line of 
Spirit Duplicators. Copies of the cata- 
log can be had without charge from 
above address. 


PLASTIC BINDING 
General Binding Corp., 810 W. Bel- 
mont Ave., Chicago 14, Ill., have issued 
their Bulletin 1500 which describes and 
illustrates their low cost portable GBC 
plastic binding equipment. GBC plastic 


binding produces attractive booklets 
which open flat and stay flat. Pages 
turn easily on polished plastic rings. A 
desirable feature is the ease with which 
new pages can be added to booklets. 
The compact and low cost GBC unit is 
designed for the office or plant which 
binds miscellaneous loose material for 
every variety of purpose into attractive, 
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N° MATTER what line of business you’re in. . . manu- 
facturing, distributing, banking, transportation . . . this 
factual brochure gives the answer to your business forms 
problem. It also points the way to greater efficiency and 
lower administrative costs, through up-to-date time and COUPON 
labor-saving methods. Every businessman should read this 
highly informative folder. It’s yours for the asking—send T0 D AY! 


for it today! 


IF YOU USE... 


@ Invoices 

@ Purchase Orders 
®@ Shipping Orders 
@ Voucher Checks 

@ Credit Memoranda 
© Teletype Forms 

® Tabulating Forms 
@ Sales Orders 

© Receiving Reports 
@ Bills of Lading 

©@ Freight Bilis 

© Manufacturing Orders 


GET THIS INFORMATIVE BROCHURE NOW! 


AMERICAN LITHOFOLD CORP 


500 Bittner Street * St. Louis 15, Missouri 


Gentlemen: Please send me a copy of your FREE folder that reveals 
how to get better results—in less time and at lower cost--through 
up-to-date business methods. 








“DEALER'S CHOICE” 
BUILDING BUSINESS 


sport 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


| 
a“ 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculato: 
9-Column Totals up to 9,999,999.99 





Some territories now 
Open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 











easy to use booklets. The price is lower 
than any plastic binding equipment here- 
tofore marketed, enabling users to cut 
binding costs more than 50% over older 
methods. A copy of Bulletin 1500 to- 
gether with a free sample will be sent 
to interested inquirers. 


POSTAL SCALES 


Pelouze Mfg. Co., 1218 Chicago Ave., 
Evanston, Ill., makes a line of postal 
scales designed by Palma-Knapp Asso- 
ciates to offer more advantages to the 
user and to conserve critical materials. 


The manufacturer states that the re- 
designing of these scales has eliminated 


| 13 steel parts with a savings of 3.2 
| lbs. of steel per scale. 
| made possible by the substitution of an 
| aluminum casting weighing only 0.5 Ibs. 
| per scale. 
| slender red pointer which travels be- 


This was mainly 


The new scales feature a 


hind the figures on the dial, increasing 


| visibility and accuracy in weighing. An 


easy-to-read table shows parcel post 
rates tabulated by zones. The dial is 
easily replaced in case of changes in 
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The Safety Vault Alone... 


is worth the entire cost of these cabinets. 


The "JUNIOR" File No. 197Y 


Small enough to fit any nook, large enough to 
keep letters, bills and personal papers orderly. 
A steel safety vault for your valuables (only 
YOU know the combination). Two ball-bear- 
ing letter files. 37!/4" high, 15!/," wide, 17!/." 
deep. Cole gray baked enamel finish. 


$ 45°" 


The "SALESMAN'S”" File No. 960Y 


A drawer for prospects’ and customers’ names. 
Holds 3200 3 x 5 or 4 x 6 cards or cancelled 
checks. Two ball-bearing letter files for letters 
and quotations. A steel safety vault for your 
cigars, bottles or other valuables, protected 
by a combination dial lock. 43" high, 15!/," 
wide, 17/2" deep. Cole gray — enamel 


finish. $9.80 


With plunger-type lock for both drawers No. 
197YPL —_ $55.00 


With plunger-type lock which autematically locks 
all decom Nas 60Y Pi. Seo. 00 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


of o) Ht 





STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17 N ¥ 











This is the finest 
precision-built Coin 
Counter on the market— 
counts 1500 to 2000 coins 
per minute. 


Model “DE" 
(Electric) 


$300.00 


Other models: Manual Model “D” 
Both models available with carrying cases. 


Klopp Coin Counters are precision-built—for 
long life—accurate and dependable opera- 
tion. Anyone can count and package coins 
easily, quickly and accurately —regardless of 
denomination of coin. Good for years of 
trouble-free service. 


ASK FOR DEMONSTRATION 


COIN SORTERS 
SAVE TIME AND MONEY TOO! 
Compact—light weight—with simplicity of 
operation—the Klopp Coin Sorter will save 
any firm many dollars a year. It's as efficient 
as it is attractive and it fits into the finest 
office. Available in both manual and electric 

models. 


All. Klopp machines operate on 110-120 
volt AC-DC circuits. 


WRITE FOR FOLDERS 


KLOPP ENGINEERING 


5736 TWELFTH ST. DETROIT 8, MICH. 








postal rates. A 3” wide post supports 
the platform without side-to-side sway. 
Further information may be obtained 
from above address, 


ELECTRIC STAPLER 


Bates Mfg. Co., Orange, N. J., makes 
the Bates Electric Stapler which auto- 
matically staples papers inserted into it. 
It has an adjustable guide for stapling 
from 4%” to 244” from the edge of the 
sheets. Its sturdy 110-120 volt 60 cycle 
AC motor uses very little power. It 
loads 5,000 rustless brass staples which 
are compact to make less bulk in filing 


stapled papers. The machine will not 
jam and is quiet in operation. It is 
smaller than an office typewriter, weighs 
27 lbs., is finished in durable gray and 
rests on soft rubber feet which will not 
mar or slip. Models of the Bates Elec- 
tric Stapler have undergone long tests 
in actual office use and the product took 
three years to perfect. It is now in 
limited production and may not be 
generally available for several months. 


INVOICE ACCOUNTING PLAN 


Management Controls Div., Reming- 


ton Rand Ine., 315 Fourth Ave., New 
York 10, N. Y., offers a 28-page catalog 
KD-554 titled ‘‘SUIAP,’’ which de- 
scribes the Simplified Unit Invoice Ac- 
counting Plan through the use of Kolect- 
A-Matic equipment. This colorful, illus- 
trated catalog shows in detail the many 
operations in the handling of accounts 
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PHOTO SPEED = 
PLASTIPLATES 


A new and truly revolutionary photo- PLASTIPHOTER 

offset duplicating plate . . . Photospeed the PLATEMAKER 
permits greater speed in plate processing 
in your office. Costly chemicals and time- 
consuming handicaps are eliminated. 
Photospeed Plastiplates are easy . . . 
Apply Plastiprime... EXPOSE—wash off 
...a master plate in a matter of minutes! 


mill 


PRE CAE L BE te 


A sensational exposure cabinet 
that quickly produces photo- 
offset plates. Eliminates delay 
caused by sending out for plates. 
Low in price, you can cut plate- 
making costs in half. 


Make the Plastiplate Press Test! To prove Photospeed’s superiority we will 
gladly send you 3 free plates for trial. Make the “Press Test”... and be con- 
vinced that Photospeed Plastiplates give you speed, convenience, quality long 
runs and economy. 


VU 


or write Remington Rand, Business Machines & Supplies Division, 


phone 
Room 2732, 315 Fourth Avenue, New York 10, New York 


our nearest 
on rand My duplicator is a Model No 
Also please send me [1] 3 FREE Photospeed Plastiplates 
(1) Photospeed Plastiplate folder DS 66 


l 
| 
! 
| 
(1) Plastiphoter folder DS 72 
| 
| 
I 
! 





gemingt 
pusines® 





Firm. 





Add 





City Zone State. 





! 
! 
! 
! 
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THE BERT M. MORRIS CO. has been 
extremely careful to design all 
their desk equipment for sturdy— 
efficient—time saving usage with- 
out sacrificing smartness. A rich 
appointment to any executive's 
desk, yet the complete setting 
shown—pen set, memo pad, phone 
rest, letter tray, ash tray and book 
ends, retail for little more than 
the cost of one higher priced,— 
comparable fountain pen set. 








P= ey Great NAMES IN INDUSTRY 


Great DESK EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold. 


MORRISET — the constant- 
flowing, all-round writing 
implement that holds a 
full 2% ounces of ink for 
months of writing without 
refill, Absolutely will not 
flood. Choice of five quick- 
ly replaceable “thread-in” 
points — extra fine, fine, 
medium, brood, stub. 


THERE IS NO SUBSTITUTE 
FOR QUALITY. All Mor- 
ris writing sets are 
equipped with iridium 
tipped points and 
each point is tested 
at factory by actual 
writing. 


MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS 
—an efficient and eco- 
nomical pen set with 
“thread-in” point sec- 
tion. A real time and 
money saver in any 
office. 


BOOK ENDS — MORRIS 
BOOK-EZE — at last an 
inexpensive book end 
to match modern of- 
fice furniture. 


MORRIS MEMO PADS— 
available in twotypes. 
With Jewelers Bronze 
bar that drops as pa- 
per is used or stand- 
ard box style. 


MORRIS LETTER TRAY— 
strong two point sus- 
pension allows access 
from entire front 
and both sides. Tiers 
quickly added, legal 
or letter size. 


MORRIS ASH TRAY —A 
real He-Man ash tray. 
Glass lined, perfect 
for desk or confer- 
ence table. 


BERT M. 


ORRIS CO. 


8651 WEST THIRD STREET - LOS ANGELES 48, CALIFORNIA 
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' receivable for both retail and non-retail TYPEWRITER RIBBON BOX 
businesses. The Remington Rand Kolect- % nea 
A-Matiec Simplified Unit Invoice Account- Y hagas vr 1 Fark & vi oh 
ing procedures allow handling of charges on en ee ee 

; ne 60% faster: rawer Typewriter Ribbon Box, designed 
and credits from 40% set tei ’ for stacking on dealers shelves for easy 
eliminates use of accounting machines; i 
ledger record is duplicate of invoice to , sap 
customer; ledger contains open items re 
only; credit authorization is fast and ac- 
curate; collection follow-up is so fast it 
is done often; and all open and current 
paid invoice copies are available at one 
desk. 

FORMS DESIGN 


Ralph C. Coxhead Corp., 720 Freling- 
huysen Ave., Newark 5, N. J., publish 
‘*The Anvil’’ which is recommended for 
informative reading to all interested in 
forms designing and its attendant typog- 
raphy. Apart from practical hints in de- 
signing forms with the new Vari-Typer 
forms design machine, it furnishes nu- 
merous tips on typography, discusses the 
new type faces and shows operators in dispensing of ribbons to customers. The 
illustrated form how properly to seale box is reinforced on the sides to prevent 
typewritten manuscripts for the DSJ. binding when the drawer is removed, 


Lower Operator 
Fatigue 
B 
Raise Production 
# 
Increase Accuracy 
=) 
Improve Work Flow 
Layout 


SOUNTROL Noise Reducing Hoods, the result of many years’ research by 
acoustic engineers, protect your workers from tiring noise—increase work 
production and accuracy. Your Keyboard Graphotypes can be relocated for 
better work flow when noise is eliminated and machine’s appearance is 
improved with streamlined SOUNTROL Noise Reducing Hoods which do 
not increase floorspace, retard ventilation nor interfere with machine serv- 
icing. Write for literature today! 


JARDIN ASSOCIATES, INC. 


OPERATION AIDS FOR BUSINESS 
75 MAIDEN LANE NEW YORK 7, N, Y. 
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"Thanks for your 
acceptance of our NEW 
COLUMBIA GLYCO-MASTER 
vaporizer equipped with 
GERMICIDAL LAMPS 

that give you DOUBLE 
PROTECTION against 
colds and other upper 
respiratory diseases!" 


Here is the ultimate in glycol vapor protec- 
tion. This new unit gives a double, death- 
dealing blow to air-borne bacteria and 
viruses. 


Forced circulation draws in untreated air 
from the room or office over the Germicidal 
Lamp and mixes it with Glyco-Cide vapors 
as it passes through the grille-like opening 
on the top. This process sanitizes the air 
twice in a fraction of a second and assures 
users that all areas will be penetrated. 

The Germicidal Lamp, in addition to its 
deadly effectiveness against germs, deodor- 
izes the air and makes it country fresh. 
This is a Columbia exclusive—no other 
unit like it on the market today. 





Columbia Glyco- 
Masters come in 
Py asmany models — 
treating from ap- 
proximately 10,000 
to 1,750,000 cu. ff. 
of air per hour. 
Air conditioning 
models for install- 
ation in your pres- 
ent ventilating sys- 
tem available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO., Inc. 


Dept. O—154 E. Erie St., Chicago, Illinois 
Columbio—The Gem of the Glycol Vaporizers 








and to support any reasonable number 
of other boxes on top so ribbons can be 
removed without disturbing the re- 
mainder of boxes on a shelf. This Pull 
Drawer Ribbon Box is available with 
Underwood Corp. Typewriter Ribbons in- 
dividually wrapped in containers. 


CLERICAL POSTURE CHAIR 


Maso Steel Products, Dept. O, 81 W. 
Van Buren St., Chicago 5, Ill., announce 
their No. 950 Miss Efficiency Clerical 
Posture Chair, designed and built to 
assure the user greater comfort and less 
seating fatigue. Features include at- 
tractive looks, lifetime 1144” steel tubing 
for the legs and base; Paratex padding 


for the seat and backrest; three standard 
adjustments to assure correct seating 
posture, adjustable while the user is 
seated; solid steel spindle swivel pin 
with lubricated, lifelong chrome alloy 
ball bearing, precision machined; and a 
choice of hard wearing Vinyl coated 
plastic upholstery with fabric back, 
welted, in attractive office gray, green 
or brown; the steel structure in smooth 
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or the city YOU would like to live in 


And it need never run... if you are the right man to handle the nationally 
advertised PRODUC-TROL .. . pilus all the other high priority Business Control 
Equipment of Wassell manufacture. Read the above classified ad with the greatest 
care... and ACT .. . today. 


Opportunity to Exercise True Friendship 


This ad may not spell opportunity for you personally . . . but it may easily be thé 

answer to some friend’s prayer. Here is your opportunity to exercise true friend- 

ship by placing this page in your friend’s hands . . . and by urging him to write 

to Wassell today. Please tell him to give full details on his past experience in his 

first letter. Assure him that all correspondence will be held in strictest confidence. 

r 
| Please consider me a serious can- WASSELL ORGANIZATION INC. 

| didate for a Salesman-Distributor WESTPORT 10, CONN. 

| territory. Here are full details on 

| my past experience. Let me know 
what territory is open. I will be 

j available to go to work 


ail cs es es ies 
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A MANUAL OF 
Office Reproduction 
. AND 
Imprinting Methods 


will be published in the April issue of 


“Office 


MANAGEMENT ¢ .v e METHODS 


EVERY duplicating bz rae process de- 
signed for offices will be fully described as to 
requirements, advantages and limitations. The re- 
quirements will cover the equipment, supplies and 
employee skill needed to use the process. The vari- 
ous methods of using each process will allow the 
reader to determine which process to use for the 
most advantageous production of work in his own 
office. Included in this issue will be a wallchart 
Reproduction and Imprinting Guide for instantly 
determining which process to use for any office job 
in any quantity. 


Readers are requested to order extra copies of this issue NOW! 


MANUFACTURERS OF DUPLICATING OR REPRODUCTION 
EQUIPMENT AND SUPPLIES can present their products before 
the largest group of buyers by advertising in this issue which 
will be kept by all as a reference manual, If you write at once, 
you can see a proof of the issue and receive advertising rates. 


OFFICE PUBLICATIONS CO., 270 Madison Ave., New York 16 





a 
= 
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baked enamel office gray, green or brown. | 


or 
~ 


The seat measures 15” x 13” with a 
Paratex cushion; the backrest, 13” x 7” 
with a 1” Paratex cushion. The base 
has a wheel spread of 22”. Seat may be 
adjusted from 17%” to 21” in height. 
Backrest has a 3” up-and-down and an 
in-and-out adjustment of 416”. Each 
chair is packed one to a carton, K. D. 
with easy assembly; shipping weight 
23% Ibs. List price, $38.95, f.o.b. factory. 


SPECIALTIES CATALOG 
& Denison Mfg. Co., 
West 23 St., New York 11, N. 
nounce their Catalog No. 51 
their line of 
and Inks, 


153 
Y., an- 
showing 
Flo-Master Fountnbrushes 
Punchiess Binders, L. E. B. 


Cushman 


Binder Clips, Cado Paper Fasteners, Ke- 
Master Key Filing Systems and other 
stationery “items. Illustrated in full 
colors with complete specifications and 
prices on all products, the catalog is 
bound in a handy filing folder for ready 
reference. Copies can be had from above 
address. 
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COMPLETELY DIFFERENT 
*UNIQUE-PRACTICAL 


Sind- a 


Trade Mark 
£. and Foreign Patents Pending 


Bind-all Plastic Binders glamorize and protect 
reception room magazines, preserve catalogs, 
price lists and business reports, beautify and 
simplify publication files. No backbone or 
cover imprinting needed . . . cover of bound 
material shows through clearly and completely. 


Publications are quickly inserted, instantly in- 
terchangeable. Pre-scored hinge-fold plastic 
will not crack, burn or deteriorate. Bind-all 
plastic binders are available in sizes to fit 
standard publications, regular hard-cover books 
or tailor-made to your specifications. 


Also available. Transparent plastic binders for 
pocket or company check books. 


@ TRANSPARENT 
Get full 
details 


e INDESTRUCTIBLE 
Pliable, heavy gauge VINYLITE* 
*T.M, of U.C.C. 
@ CONVENIENT 
Requires no drilling or punching, 
Fastening rods hold material 
securely 


COLLIER 


MANUFACTURING CORPORATION 
Plastic Fabricating Division 
430 W. GRANT PLACE CHICAGO 14 


| Please send me complete details and prices 


on your new Bind-all PLASTIC BINDER. 


| 

| COMPANY NAME | 
J ADbREss | 
| 

! 

| 








| city ZONE _ STATE 
| SIGNATURE : 
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Cee 
Maa" FILE 
SIGNALS 


MAKE FACTS 
INSTANTLY AVAILABLE 


Attached to file cards or ledger sheets, 
these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless spring 
steel in 12 non-chipping colors. Types 
for all filing systems. Will remain clean 
and bright under all conditions of damp- 
ness. Easy to attach, relocate, remove: 
elways stay put. Samples on request. 


**BURRO'’ PAPER CLIPS 


(a 
No. 2 ? 


CLING No.1 
CLIP 
No. 3 


Tain spring steel clips — the smart letter and 
Paper fastener. Easy to attach, hold fast, won't 
catch other papers. 

Other Cook's Office Aids: Bull Dog Letter Clips, 
Index Tabs, etc. At your dealer's. 


THE H. C. COOK CO. 
i2 BEAVER ST. ANSONIA, CONN. 
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Great Britain 


(Continued from page 88) 


are honored throughout the whole mem- 
bership. Our federation has proved 
such a success in this country that its 
organization might prove worthy of 
study overseas. 

I dare not, at this particularly diffi- 
cult stage, try to forecast the future in 
manufacturing, importing or selling, but 
I can say we are alive to the difficulties 
facing us. We see ahead a further 
period of controls and restrictions but 
we have confidence that as each prob- 
lem arises, it will be overcome. 


France 


LUCIEN DUPRE 


President-Adjoint, 
Syndicat des 
Papetiers et de 
l'Union des Papetiers 
Detaillants de France 
et d’Outre-Mer, 
Paris, France. 


customers with paper in any shape 
widespread 
means of learning and expressing one- 


Besson stationers of France provide 


or form—the most 
self. They also sell articles which are 
accessory to the use of paper from the 
pencil to the typing and calculating ma- 
chine. This trade is then very far 
reaching, since it comes into contact 
with several other trades like printing, 
bookbinding and the handling of paper- 
board. In France, there are about nine 
thousand retail stationers in addition 
to those trading in French overseas ter- 
ritory. 

Stationers do not manufacture all of- 
fice furniture, but generally either they 
or craftsmen working especially for 
them make writing pads and account 
books; sometimes, they do their own 
printing. This is the only industrial 
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part of the business. 

In French economies the positicn of 
stationers is a very influential and 
favorable one, suffering rarely from 
stagnation in the market as most of the 
articles they sell are of prime necessity 
for the larger part of the population. 
This is why they must anticipate com- 
petition from departmental ‘stores and 
they must strive to maintain a certain 
standard of quality in their products as 
well as in prices which do not always al- 
low them a very large margin of profit. 

Retail stationers are scarcely ever 
called on to export goods, as similar 
produces exist generally in all civilized 
countries. At the present time, sta- 
tioners regret the rise in the price of 
the paper which they sell and which 
they use in manufacturing, the latter 
depending on imports of raw material 
from foreign reliable currencied coun- 
tries. They often sell, beside office fur- 
niture, imported articles either because 
the latter are outstanding in quality or 
because the French industry would not 
or could not have them manufactured. 

This is the case for all office ma- 
chines; the French industry is surpassed 
by foreign countries. Foreign * makes 
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For Permanent 


Record Storage 


Convoy CHEM-BOARD STOR- 
AGE FILES are permanent 
Files, not a substitute. Chem- 
Board is the product of Con- 
voy’s exclusive process for 
making raw corrugated fibre 
board flint hard and rock 
strong. See the File features 
below. The Files cost and 
weigh about half as much 
as steel files; cost less than 
some corrugated files. See- 
ing is believing. Write for 
name of nearest dealer... 
CONVOY, INC., P. O. Station 
B, Canton 6, Ohio. 


14 Standard Sizes 


over 540 pounds 
and operates easily! 


FEATURES . . . Stack to ceiling * Positive 
drawer stops ® Easier operation on wax-like 
surface ® Mate together vertically ¢ Tie 
side-to-side and back-to-back ® Repel vermin 
® Moisture doesn’t weaken them @ Can't rust. 


CONVOY 4e0-Coard/ 
STORAGE FILES 


Ill 





TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH @ TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 


CARBON PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


HECTOGRAPH SUPPLIES 


CARBONS e MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


Codo-assures You LY 
INCREASED VALUE © 


yal! Ty (@) 
fe Z 














Codlo~ \ WEG. CorP. 


Factory: Coraopolis, Pa. 


564 W. Monroe St 
Chicago €, tit. 


401 Wood St. 
Pittsburgh 22, Pa 


270 Lafayette St 
New York 12, N.Y 


are very well considered on the French 
market, but generally reach such high 
prices that their selling does not develop 
as it should end most of them are only 
sold by specialists. 

Owing to the variety and large num- 
ber of articles which they sell, the 
French stationers, in order to carry out 
their production and then sell them, 
must work very assiduously and have a 
thorough knowledge of their business. 
Such retail stationers are often called 
on to advise their customers on the 
methods of modern organization in their 
offices and point out to them which ac- 
count books, which files, which bills, 
and sometimes, too, which office ma- 
chines they should use. However, as 
far as machines are concerned, sta- 
tioners are always careful not to keep 
too large a stock of very costly articles 
which would further add to the extrava- 
gant, ever increasing number of all 
other articles they already have in stock. 


Belgium 


PAUL UNZEL 


President, Chambre 
Syndicale de la 
Papeterie et des 
Fournitures de 

Bureau, 

Brussels, Belgium. 


in Belgium a Trade Union Commit- 

tee, established to protect the in- 
terests of the stationery trade. Its ac- 
tivity was important during the last war 
when, owing to the scarcity of raw ma- 
terial and manufactured articles, trade 
was so difficult. Our committee had to 
face the regulations enacted by the occu- 
pant, to defend the interests of our 
members regarding price policy, sup- 
plies and other problems against the 
then existing government authorities. 

After the liberation we had to con- 


Qin 8 years ago there was founded 
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THE TRAVELS 
OF A DESK! 


Every Move Costs Money, So Plan Your Moves with “VISUAL” and Move It Once! » 


This unit has been developed so that you can completely lay out multiple office set-ups. It contains 
an assortment of all basic office equipment, plus ‘'Visual"’ leveut aids, such as planning board, columns = 
and tape. 

A complete 3-dimensional office-planning kit consisting of the following: 
6 72” Desks & Chairs. 24 60” Desks & Chairs. 12 60” Typing Desks & Chairs (6— 
Typewriter right side. 6—Typewriter left side). 12 48” Double Pedestal Typing 
Desks. 12 4-drawer Standard Files, 24 2-Drawer Files. 6 1-Drawer Files, 2 Adding 
machines. 30 Wastebaskets, 24 Side Armchairs. 12 Telephones. 2 Drinking Fountains. 
6 Coatracks,. PLUS THE FOLLOWING: 1 Sheet scored (%4” graph) Lucite—18” x 12". 
6 Columns—12” x 12”, 1 Roll of “VISUAL” Layout Tape. 


The kit will enable you to set up your office The cost of this office-planning kit is $57.50 
ON YOUR DESK .. . You can make changes, Shipment is via insured parcel post, F.0.B. Oakmont, 
rearrangements and alterations with the 3-dimen- Pa. No substitutions can be made. If you desire addi- 
sional equipment . . . thus you have a visible tional items we shall forward our price fist, upon 
record of what the new set-up will look like. request. 


SAVE TIME—SAVE MONEY—THROUGH THE USE OF 3-DIMENSIONAL PLANNING, ‘10,000 Models in Stock’? 
oe ee PLANNING EQUIPMENT co., Inc, 
Vv i S U A L Dept. O., Pennsylvania Ave. at River, Oakmont (Alleg. Co.), Pa. 


IT WILL PAY YOU TO GET OUR PRICES 
ON THESE TWO POPULAR ITEMS! 


ae] Special Discount to Dealers 
A \ Visible Record-Control 
= Filing Equipment 
All Metal 
Reconditioned 
Practically 
*» Brand New 
bd 
=—!Standard Makes: 
Remington Rand Kardex, : 
Acme Insite Files, Ledger Ledger Posting Trays 
Trays, Tubular Index Sys- All Metal 
tems and others. Various Reconditioned Like New! 
card sizes: 3”x5” and up to 


10”x15”. Also, different Made by Library Bureau, 
drawer capacities. Wilson-Jones, Tatum, etc. 


V9, 1) @. 546 BROADWAY  V2rious sizes and styles for 
f all accounting purposes 
(Nr. Spring St.) N.Y.12 (Insulated and Regular). 


EST. 1876 CAnal 6-0350 














THe Orrice—March, 1951 





Outsells Ordinary 

Costumers because 

... it “Keeps wraps 

in press"; holds 

more and will not 
tip over. 


The S-6 Office 
Valet is your 
best recommendation for the small 
office, for it provides 6 spaced coat 
hangers, 6 ventilated hat shelves and 
a built-in umbrella stand. 
Sturdy welded steel construction— 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has become standard equipment with 
leading office planners and archi- 
tects. 
Backed by National advertising and 
abundant dealer sales helps—it is a 
profitable unit to catalog, stock and 
display. 
WRITE FOR BULLETIN OV-10 


EL - PETERSON CO. 


>». Michigan Ave., Chicago 5, Ill 





tinue to be very careful but at that time 
we had to discuss with our authorities 
in order to avoid, as far as possible, 
the somewhat dictatorial regulations, to 
which they were intent to submit the 
stationery trade. 

Happily nowadays, that trade is prac- 
tically free; and as we do not foresee 
any restriction to that liberty for the 
near future, the activity of our commit- 
tee has decreased to some extent. How- 
ever we continue to have meetings, and 
chiefly all these lately have been be- 
tween different sections such as manu- 
facturers and wholesalers, manufac- 
turers and retailers, agents of foreign 
firms and retailers. The main objects 
of those meetings are to study and es- 
tablish a sound sales policy; to avoid 
price-cutting; to prohibit direct de- 
liveries to consumers by the manufac- 
turers and wholesalers. 

The stationery market being com- 
pletely free, all countries have good 
opportunities to obtain licenses with- 
out too many difficulties, so they all are 
endeavoring to sell to Belgium. The 
consequence is, of course, great compe- 
tition between suppliers, competition 
which exists not only between the for- 
eign suppliers, but also between them 
and our home manufacturers. 


During the months which followed 
the liberation, numerous articles were 
imported in Belgium. The United States 
took the place of one of our most im- 
portant pre-war suppliers, Germany. 
Presently, there is a reversing of that 
situation. The German suppliers are 
coming back on the market. They are 
beating their competitors with more 
strength than ever. They are regaining 
their pre-war situation quickly and 
surely. This is due, to a certain extent 
and as it concerns American products, to 
different facts, of which the principal 
ones are: German prices are, generally 
speaking, lower; several American ex- 
porters have abused the privileged 
situation they had after the liberation. 
They furnished us exaggerated quanti- 
ties of second class goods and consider- 
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able trouble resulted thereof. This 
worked against the American products. 
Furthermore, communications with the 
U. S. are much longer than with our 
neighboring countries, forwarding ex- 
penses are more expensive, delivery time 
required often rather long. All those 
facts put a severe handicap on U. S. 
articles. 


West Germany 


HANNS RIGAUER 


Secretary, 
Gesamtverband 
Buromaschinen, 
Buromobel und 

Organisationsmittel, 
Nordrhein-Westtalen, 
Germany. 


ermany, it was necessary for the 

domestic industry to rebuild its 
facilities. Some 80% of the total office 
machine production had been located in 
East Germany before World War II 
and in special machines this percentage 
was even higher. Until recently, no 
bookkeeping machines were available in 
West Germany. Such production is now 
underway. The situation is the same 
with fully automatic caleulating ma- 
chines. The development of the in- 
dustry has -progressed since financial 


Remove STATIC Charges 


on Mimeographs & Office Ma- 
chines, on Recording & Dictating 
Machines, on Microfilming 


Machines 
with MERIX ANTI-STATIC #79 
Write for data sheet or order 
SAMPLE QUART, $3.85; SAMPLE GALLON 
ONLY $8.50; both f.o.b. Chicago. 
MERIX CHEMICAL COMPANY 
1021 E, 55th St., Dept. 051, Chicago 15, Il. 


Ts produce office machines in West 
G 
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PAPER ROLLS 
& . 
FOR — 


CASH 
REGISTERS 


TELETYPES 


Sold by Leading Stationers 
and Office Machine Dealers 
because they are priced for 
profitable RESALE and “a 


Absolutely guaranteed to operat 
Used in every store and office. 
Clean cut, lintless—no splices. 


Micromatically accurate—each roll 
tested. 

Wound to fuller yardage. 

Red-ink warning signal marks end. 
Packaged in small, convenient boxes. 
All sizes and colors, standard or 
special. 


Write for Dealers’ Price Schedule 
and Specifications Sheet. 


RITTENHOUSE 


PAPER CO. 


6405 S. WENTWORTH AVENUE| | 


CHICAGO 21, ILLINOIS 








ACHINE 
a 





FAMOUS THE WORLD OVER 


‘*A Marvel of Swiss Precision'’ 
Since 1933 


> matter what your problem, addition or 
ubtraction, Precisa remembers the last figure 
and will repeat it. Simply press the Recall key. 
All standard adding machine features are in- 
corporated in the Precisa which adds, subtracts, 
multiplies, and has automatic credit balance. 
Plus exclusive features of 
% Single, double and triple zero keys. 
*% Recall key. 
*% Automatic step-over multiplication. 
ilable in M | or Electrical Models. 
DEALERS: Your territory may still be open for 
Precisa representation. Write today for complete in- 
formation. 
PRECISA DISTRIBUTORS, INC. 
171 Madison Ave., New York 16, N. Y. 
and 555 Thorn Court, Salt Lake City 4, Utah 
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stabilization. Through hard work, once 
again portable and standard typewriters 
as well as sizable quantities of adding 
and simple calculating machines are 
available on the West German market. 

The monthly production of Western 
Germany’s office machine industry is 
approximately 8,000 to 9,000 portable 
typewriters; 8,000 standard typewriters; 
2,500 adding and calculating machines. 
A portion of this output is being ex- 
ported. The monthly turnover of of- 
fice machines in West Germany is ap- 
proximately 12,000,000 Marks per 
month, about 144,000,000 Marks per 
annum. The production in West Ger- 
many of bookkeeping machines is being 
expanded and the output of totalizers 
developed, so that in West Germany ac- 
counting machines will soon be avail- 
able. It is also expected that in 1951 
the industry will be able to undertake 
the production of many needed special 
machines. 

Unfortunately, the difficulties of inter- 
zone trade still exist and the exchange 
of merchandise with East Germany re- 
mains a serious problem. One of the 
greatest obstacles is in the disparity of 
value between the East and West Mark. 
It has encouraged illegal shipments 
across the zone borders. As a result of 
the lower value of the East Mark, a 
tendency to dump merchandise from the 
Eastern zone has developed, with its 
accompanying problems to West Ger- 
many’s economy. To guarantee delivery 
in the West of necessary kinds of ma- 
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chines, the following allocations of in- | 
terzone trade have been settled: book- 
keeping machines, 55%; calculating ma- 
chines, 15%; standard typewriters, 
25%; portable typewriters, 5%. A 
steady supply of spare parts has been 
provided. 

What is the outlook for imports? 
From the Marshall Plan for 1950, $3,- 
600,000 was earmarked for the impor- 
tation of office machines from the 
United States, embracing bookkeeping, 
punch card tabulating, fully automatic 
ealeulating and checkwriting machines, 
as well as parts. Calculating machines 
were limited to $200,000. Good offerings 
were made by the Swiss office machines 
industry. The trade agreements with 
Italy and Sweden were extended. About 
$250,000 worth of office machines are 
expected to be imported from Great 
Britain. Some imports also arrived 
from France. 

The question of discounts among 
West German manufacturers is not 


easily solved, since the reconstruction of 
the industry has come first, and only 
gradually will trade discounts reach the 


necessary amounts. 

The effects of the currency reform 
had first worked to a disadvantage, al- 
though at present contributing to a 
favorable market. It had forced office 
machines frequently to be sold at re- 
duced prices, because of the lack of 





openings covered by tra 
rent ih ate wale , pine. f green, yellow, pink, or red. 
nserta jabels perfora’ 
2 Sizes, 1 in. wide and 2 in. Tops straight or bent 

back. 

Id leading stationers, U. S. and f 
pe it to responsible firms on 30 days’ trial. 
list = 


mples (5 or fess) 2 cents weer 
30, 008 used by Dennison Mfg. 
Framingham, Mass. 


CHAS, C. SMITH, Mfr, Box 724, EXETER, NEB. 
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The Profit Line in 1951 


Sell the Master Ahiseiehs line . .. the 
repeat business from the sale of supplies 
gives you extra profits. 


UCH time and effort is devoted to 

making Master Addresser’ supplies 
better than any other obtainable. The 
new printed Master Tape just released, 
for instance, is not just plain old paper 
but an address Master with printed out- 
lines to show the typist just where and 
how to space names and addresses. Once 
the typist has used this new Tape, she'll 
never accept a substitute. Other Master 
Addresser supplies are super-quality too— 
the very best ts ‘to-carbon for the largest” 
number, and most brilliant copies, Clean™ 
edged — to be handled without finger 
smudging. Master Printing Fluid ig 
formulated for proper evaporation so ag 
to give the most and best copies from 
Master Tapes. 


The Master Addresser line is a complete line— 
with three models to fit the needs of any size 
mailing list, 


MODEL 25 — MODEL 40 — MODEL 40-H 


For addressing shipping labels and tags there's 
the new LAB-L-MASTER. 


Master Addresser means Master Quality @ 
Roller Moistening @ Pre-Printed Master Tape @ 
Automatic Tape Advancement @ Variable 
Margin Guides, 





NATIONALLY ADVERTISED EVERY MONTH 
For Full Information, write today. 


Jdader rhadeeuece C2 


| 6500-0 West Lake Street, Minneapolis 16, Minn. 
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THE WORLD FAMOUS 
& 


ALL-PURPOSE 
PORTABLE TYPEWRITER 


Made in 
Western 
Germany 


Styled for Personal Use 


Dust-protective exterior in Black, Wine Red 
or Olive Green Crackle Finish. 


Built for Office Operation 


44 non-glare keys, left and right shift key, 
left and right marginal stops, line-adjusting 
lever for 3 different spacings, platen release 
knob, automatic ribbon reverse, line-indicator 
® ribbon-adjusting lever for black or red typ- 
ing and stencil cutting, quiet carriage and 
Pshift key action, line indicator plate with 
paper holder to allow typing to top and 
bottom edges of sheet, handy carriage re- 
lease, clear type with high impact strike for 
making many legible carbon copies, hand- 
some carrying case for easy portability, and 
many other selling features. 


Exclusive Dealerships Available. 
Write Today for Full information. 


INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET, NEW YORK 6, N. Y. 








working capitai and the necessity to 
raise payments for the high taxes and 
other obligations required of manufac- 
turers in order to obtain new products. 

The isolation of the West German 
economy has proved a mistake and has 
caused much trouble among interna- 
tional relations, instead of contributing 
to the promotion of world trade as it 
should have. In no other country is the 


‘idea of a European economic union 


more heartily welcomed than in West 
Germany. We hope that the mistakes 
of the past will be compensated for by 
brisk trade activity in the future. The 
development of West German economy 
depends on strong measures and par- 
ticularly whether the industry succeeds 
in obtaining sufficient raw material. Un- 
fortunately, raw material prices have 
increased recently. Also, one of the 
most important problems at present is 
the lack of stability in the wage and 
price structure. 

The West German office equipment 
trade hopes that the necessary machines 





POSTURE FINGER 
AND TIP 
COMFORT ADJUSTMENTS 


Favorite Posture Chair .. model 224 


Built by Cramer of Kansas City, of course 
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from abroad will come soon and that 
a liberal trade treaty with the United 
States will be eonecluded. One of the 


most important requirements for this 
will be the acceptance of the West Ger- 
man Mark as a free currency. 


Switzerland 


R. H. FURRER 


Secretary, Union 
Suisse des 
Papeteries, Zurich. 
Switzerland. 


HE office equipment industry in 
Switzerland made great progress 
during the war, when our country 
was almost entirely cut off from the 
outside world and we had to rely on our 
own manufacturers for office equipment 


and stationery. Where commercial sta- 

tionery is concerned, Switzerland has 

its own quite powerful industry which 

is manufacturing the most important 

lines. As a small country (with only a 

total of 4 million inhabitants) we are 

not in a position to produce mass 

articles on the seale of a big country. 

Therefore, Swiss manufacturers al:nost 

entirely gave up lines like metal sig- 

nals, ring-book fittings, arch lever 

mechanies (for files), ete., articles which 

have to be produced in very big quan-7 
tities and which are now generally im-7 
ported at lower prices from abroad. So” 
our manufacturers are again able to 

concentrate on high quality goods, one 

of the strong points of the Swiss in- 

dustry. 

Little office furniture is imported be= 
cause import duties and other costs 
would charge these articles too heavily, 
Quite a number of capable factories aré 
manufacturing steel and wood furnituré 
and at this time our relatively small 


(Continued on page 123) 





“The Works’ in ONE OPERATION! 


SAVE MONEY ON OFFICE SUPPLIES with 
Weldon Roberts combination erasers—each 
containing two different kinds of quality 
rubber, joined together! 

SAVE WORKERS’ TIME! The Weldon Rob. 
erts eraser illustrated—together with several 
others—really represent THE WORKS for 


WELDON ROBERTS 
RUBBER CO. 
Newark 7, N. J. 
America's Foremost 
Eraser Specialists 
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930 ENSEMBLE (PINK & GRAY RUB- 
BER} A combination eraser that does 
most everything. Handy, bias-beveled 
shape. Soft, pink pencil rubber 
joined to soft, gray ink eraser. For 
ink, pencil and crayon erasing. 


quick. convenient erasing for many require- 
ts—eliminating extra work, extra ex- 

pense, at no extra cost! 

ASK YOUR DEALER TO SHOW YOU WEL- 

DON ROBERTS COMBINATION ERASERS— 

TWO KINDS OF RUBBER JOINED FOR 

TIME & MONEY SAVINGS! 











+ So a 


of the Office 





Cost Reduction Clinic Programs 


Speakers at the Cost Reduction and 
Methods Clinic March 30-31 in New 
Orleans were announced by National 
Office Management Assn., as follows: 
Thomas Cox, Paul Mulligan & Co., on 
performance standards; Lawrence Miller, 
General Fireproofing Co., on layout; N. 
O. Couvillon, Standard Oil Co., of Louisi- 
ana, on forms control; R. R. Tekulve, 
Standard Register Co., on paperwork 
simplification. Dr. Robert P. Brecht will 
keynote the meeting. 

Speakers at the Worth Hotel, Fort 
Worth, April 6-7, will be: H. B. Smith, 
National Stationery & Office Equipment 
Assn., on organizing for methods work; 
Frank Knox on forms control; Paul 
Reese, Burroughs Adding Machine Co., 
on microfilm; J. F. Foley, Remington 
Rand, Ine., on performance standards; 
Kent Lane on distribution chart analysis, 
and R. R. Tekulve and Lawrence Miller 
as above. Charles O. Libbey will key- 
note this meeting. 

On April 13-14 in Greensboro, N. C., 
J. F. Foley will cover organizing for 
methods work; F. A. Newcomb, Standard 
Register Co., paperwork simplification; 
Frank Knox, Paul Reese and Thomas 
Cox will repeat their topics; Theodore 
Hosick will discuss textile cost account- 
ing; Lawrence Miller, records manage- 
ment; Clifton F. Cox will keynote the 
meeting and Dr. Robert P. Brecht will 
sum up. 


NACA Conference Committee 


Nels C. Nelson, partner of Peat, Mar- 
wick, Mitchell & Co., Chicago, is chair- 
man of the conference committee for 
the 32nd annual international cost con- 
ference of National Assn. of Cost Ac- 
countants to be held at the Palmer 
House, Chicago, June 24 to 27. The 
following are members of the committee: 
L. C. Bollinger, assistant secretary-con- 
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troller, Ideal Roller & Mfg. Co., Chi- 
eago; David P. Fry, vice president, Pio- 
neer Suspender Co., Philadelphia; Robert 
B. Martin, treasurer, Kable News Co., 
Mount Morris, Ill.; Eugene R. Ong, see- 
retary-treasurer, Buescher Band Instru- 
ment Co., Elkhart, Ind. 


NOMA New York Conference 


Plans are fast materializing for the 
32nd International Conference and An- 
nual Office Machinery and Equipment 
Exposition of National Office Manage- 
ment Assn. in New York, May 20-23, 
according to H. J. Brogley of Johnson & 
Johnson, who is chairman of the confer- 
ence and expositions committee. Progress 
thus far shows this to be the most am- 
bitious ever undertaken by NOMA and 
the response from exhibitors and mem- 
bers has been most enthusiastic. The 
conferences and expositions committee 
has taken great pains to build a con- 
structive program with a general appeal 
and to iron out all details contributing 
to the smooth and efficient operation of 
the conference. The equipment exposi- 
tion, which marks its sixth year as an 
adjunct to the conference, has been par- 
ticularly well received. Last November 
200 booths were made available to manu- 
facturers and distributors and the space 
was engaged promptly by 67 companies. 


Admiral Bell to Address USNR 


Rear Admiral Frederick F. Bell, Ret., 
well known author and director of human 
relations for MeCormick & Co., Balti- 
more management consultants, will ad- 
dress Volunteer Composite Unit 3-39 
(Management Engineering) March 12, on 
the subject of multiple management. 
Admiral Bell’s books include ‘‘Room to 
Swing a Cat,’’ ‘‘United States Navy, 
Its Ships and Men’’ and ‘‘Condition 
Red.’’ The unit meets in Studio A, Sta- 
tion WNYC, Municipal Building, New 
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e Shipping Clerk, 


a. wettaein— 


CARBON P APER 


Brighter Writing - Easier Reading + Cleaner Work + Sharper Copies 


No more carbon paper ‘‘peeves’’! No extra handling, messy appears 

ance, or guesswork when you use TARA Carbon Paper. TARA won’t curl, 
lies flat, leaves no smudges or fingerprints on second sheets. Sharp 
impressions eliminate retyping due to untidy erasures, multiple copies 
are legible! TARA’s superiority can be seen at a glance . . . makes 
everyone happier through easier handling, longer use, and better work. 
Surprisingly enough, this 100% rag imported tissue costs you 


Test It on Your Work! 
Mail the Coupon Now! 


See for yourself how much cleaner, 
clearer and sharper single or multiple 


copies are with TARA Carbon Paper. 


Just fill out the coupon and FREE 
samples will be sent you without 
obligation. Do this today. 


no more than ordinary carbon paper. 


The American Carbon Paper Corp. 


1313 West Lake Street + Chicago 7, Illinois 


Send FREE samples of TARA Carbon Paper for use on 
typewriter for (number of) copies. 


Pirie RING oe os as ik hs (ond enews y Men kaen epee 








let this label 
be your guide 























by: SECURITY STEEL EQUIPMENT CORPORATION 
AVENEL, WEW JERSEY 


Look for the CRESTLINE Label when you buy. 
It is your assurance of the finest in office furniture... 
unmatched design, quality craftsmanship and a new 


sensation in working efficiency. 





SECURITY STEEL EQUIPMENT CORPORATION ©® AVENEL, NEW JERSEY 








York, every 2nd and 4th Monday at 6 
p.m. Male and female Naval Reservists, 
interested in management engineering, 
are invited to join the unit. Uniform 
not required at above meeting. Full in- 
formation from Lt. Milton Reitzfeld, 
Room 1519, 90 Church St., New York 7, 
REector 2-9100, Ext. 747. 


TSA’s Little Business Show 


The March 12 meeting of the Tran- 
scription Supervisors’ Assn. will be a 
‘*Little Business Show’’ at Oscars Oldel- 
monico, 56 Beaver St., New York. Din- 
ner will be at 6:30 p.m. followed by the 
exhibition of a variety of business ma- 
chines and other new gadgets for the 
office. 


New Books 


(Continued from page 17) 


YOUR SOCIAL SECURITY BENEFITS. Com- 
modity Research Bureau, New York, pp. 32, 
25 cents. 


A comprehensive handbook on Social 
Security benefits, designed for distribu- 


tion by employers to their workers. It 
explains exactly how much a worker 
and his family are entitled to collect as 
well as how and where to collect. Com- 
pany officials or personnel executives in- 
terested in considering distribution of 
the booklet to employees may send for 
a free copy and quantity price schedule. 
FUNDAMENTALS OF ACCOUNTING by Harry H. 

Wade. John Wiley & Sons, New York, pp. 

367, $4.75. 

This third edition makes extensive 
use of suggestions from users of the pre- 
vious editions, contains much new ma- 
terial while other material has been 
brought up to date and simplified. It is 
a survey course in accounting principles 
and bookkeeping techniques are included 
only as they are needed to show the 
significance and limitations of financial 
statements. The bookkeeping cycle is 
described step by step; there are no ex- 
tended discussions of forms and entries. 
The problems in this edition are new 
and the questions have been improved. 





(Continued from page 119) 


market is rather overflown with this 
kind of merchandise. 

With regard to office organization, 
such as planning systems, visible card 
index systems, ete., we are probably 
quite a bit ahead of other countries in 
Europe. Our office equipment exhibi- 
tions, compared with similar shows 
abroad, prove that the installations 
manufactured in our country can stand 
competition with any other country. 

There are some factories for office 
machinery, e.g. typewriters, calculating 
machines, duplicators, ete., in Switzer- 
land. In spite of this, the import of 
office machines, especially from Amer- 
ica, England, Sweden and Germany, is 
very considerable. On the other hand, 
Swiss typewriters such as the Hermes 
are known all over the world and hold 
a very important position in our in- 
dustry. 


THe Orrice—March, 1951 


Netherlands 


TH. LIMPERG 
Secretary, 
Ondervakgroep 
Groothandel in 
Schrijfwaren, Papier- 
waren, Kantoorbeno- 
digdheden, School-, 
Schrijf-, Teken-, en 
Schilderbenodigd- 
heden, Amsterdam, 
Netherlands. 


HE stationery and office supplies 

trade in the Netherlands has been a 

well organized trade managed by 
skilled and experienced tradesmen, for 
many decades. The earliest stationery 
business in Holland dates back to the 
18th century and in the course of time 
the status of the wholesale dealer has 
continually grown in importance. The 
wholesale dealer performs a task of 
vital importance and he has become the 
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A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER~> 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive pneumatic- 
type cushion that definitely softens 
the clatter of typewriters — 
and electric) . . . adding machines .. . 
and all business machines! 


@ And more than that... the 


RITCHIE AIR CUSHION eliminates 
fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. .. and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


Cherry & Sheridan Sts.. Phlle-jeiphia 6, Pa. 


124 





indispensable link in the stationery and 
office supplies trade of the country. 
So imports go, for the greater part, 
via the wholesale dealer. Most of them 
import goods for their own account and 
have the sole representation or the sole 
selling rights of one or more foreign 
factories. In addition there are a few 
large retail businesses that also import 
directly from abroad. There are about 
180 wholesale dealers in the branch, 
many of them confining their activities 
to a specified territory only; the num- 
ber of retail dealers is about 2,800. 
The stationery and office supplies 
business of the country has always de- 
pended for a considerable part upon 
imports from abroad but this does not 
mean that there do not exist factories 
which manufacture these articles in 
Holland. In fact there are a small 
number of well equipped factories 
which manufacture inks, paints, chalk, 
stencils, duplicating ink, carbon paper, 
typewriter ribbons, paste and other 
“chemical” office supplies. These fac- 


NUMERIA 


FULL KEYBOARD CaiCuLatoR 








tories are not only in a position to sup- 
ply the domestic market but they also 
manufacture for the export trade. For 
a number of articles, such as school ink, 
stencils and stencil ink, the Dutch manu- 
facturers have concluded agreements 
regulating prices and conditions, in 
many cases in collaboration with the 
importers of such goods. A very well 
equipped industry for the manufacture 
of wooden office implements and school 
and drawing materials, such as rulers, 
triangles, inkpots, penholders, blotters, 
ete., has also been in existence in the 
Netherlands for many years. 

Before the outbreak of the second 
world war, this country also had some 
factories which manufactured metal of- 
fice supplies, such as perforators, stap- 
lers, letter seales, compasses, paper clips 
and wire staples. Since the second 
world war, this industry has been fur- 
ther developed and expanded. It had 
to go through a hard time of trial and 
error but some manufacturers finally 
succeeded in bringing a good and sale- 
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We can think of nothing more charm- 
ing than curls—on your head. But in 
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able article on the market. The Dutch 
industry applies itself in particular to 
the manufacture of lightweight perfora- 
tors, staplers and scales. 

The fact that after the war Holland 
had (and still has) only very limited 
resources in foreign currencies which, 
of necessity, curtailed imports from 
abroad, contributed in part to the de- 
velopment of the Dutch industry. How- 
ever, during recent months imports 
from various countries, particularly 
Germany, have increased considerably 
and in these circumstances the Dutch 
industry will have to put up a stiff 
fight for its existence. In particular 
the German articles are in many cases 
considerably cheaper than those manu- 
factured in Holland, moreover, the for- 
eign articles very often are also superior 
in quality. 

By the import policy the Dutch au- 
thorities have pursued, they have to a 
certain extent been in a position (and 
they have consciously taken advantage 
of the situation) to encourage the de- 
velopment of the young Dutch indus- 
try. However, they are gradually giv- 
ing up this more or less protectionist 


policy, to the great regret of the Dutch 
manufacturers who during recent years 
invested considerable sums in new fae- 
tories. 

Somewhat similar developments have 


taken place in the pencil industry. 
When the war was over, one of the 
largest woodworking concerns in the 
Netherlands, a firm of world repute, 
commenced the manufacture of pencils. 
As was to be expected of the firm in 
question, everything was set up on a 
large scale. The materials required 
(cedar and graphite) are imported; the 
manufacturing process is entirely me- 
chanical. The enterprise, after having 
overcome the initial difficulties, sue- 
ceeded in manufacturing a fairly good 
type of writing pencil in three grades 
as well as copying pencils and colored 
pencils in three different colors. But 
the German pencil has again made its 
appearance on the Dutch market and 
the Dutch firm has to exert itself to 
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the utmost to find buyers for its prod- 
ucts. The cheaper price of the pencil 
of foreign make is not the only factor 
which makes its influence felt, an addi- 
tional disadvantage being that the as- 
sortment the Dutch factory’ can turn out 
is too small. The factory referred to, 
for instance, cannot manufacture the so- 
called technical drawing pencils. 

The production of fountain pens is 
another tragedy. While the second 
world war was still going on, some en- 
terprising and courageous businessmen 
commenced the manufacture of fountain 
pens in Holland. As long as the foun- 
tain pens of foreign make with a world 
reputation could not be imported, the 
Dutch manufacturers were amply re- 
warded for their audacity. Finally Hol- 
land had eight factories manufacturing 
fountain pens and some of these had the 


x DUPLICATORS 
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\ and Supplies for 
adi Duplicators 
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IT’S INDIVIDUAL — made es- 

nore for you. IT’S AT- 

TRACTIVE — Beautiful, 

Clear Plexiglas or 

Lucite. IT’S NEW 

YOUR NAME 

Desk Beautifully 
Signs or Engraved 
Door Plates for 


best kind of machinery, imported from 
abroad. They produce a very satisfac- 
tory middle class fountain pen which can 
bear comparison with the correspond- 
ing type of foreign make. When, how- 
ever, the fountain pens with the well 
known foreign trade marks gradually 
made their appearance again on the do- 
mestie market, the Dutch manufacturers 
soon felt the repereussions of these im- 
ports, in spite of the fact that the for- 
eign fountain pens are in most cases 
higher in price than the domestie prod- 
uct. By the way, this example gives a 
glaring demonstration of the value of a 
trade mark. If the Dutch fountain pen 
industry cannot export on a large seale, 
its prospects are very gloomy. 

The demand for fountain pens has 
also suffered very considerably during 
recent months in consequence of the 
ballpoint rage. Ballpoints are manu- 
factured by a few Dutch factories but 
they are imported on a much larger 
scale from abroad. Some commotion 
was created in the ballpoint world, the 
end of last year, because a foreign 
firm had succeeded in obtaining a patent 
for a ballpoint with an inkfeeder based 
on the capillary system. The firm is now 
endeavouring to secure the prohibition 
of the sale of all ballpoints which en- 
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MACHINES 
CALCULATORS 
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ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 


antee prompt personal attention, lowest 
prices and absolutely rellable service. 


Richard Gibian 


119 LABAYETTE STREET 
NEW YORK 13, N. Y. 
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Dismantling inactive mailing list, we offer 
Type B Addressograph Frames, in new con- 
dition, at $20 per thousand. (Today's re- 
placement cost is $46.50 per M). Delivery 
prepaid on orders for 5,000 or more. Smaller 
orders F.O.B. Battie Creek. Write for sam- 
ple frame. Hurry—only 100,000 available. 


THE BATTLE CREEK FOOD CO. 
Battle Creek, Mich. 
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Records 


and efficient record keeping. 
PROGRESSIVE FIRMS USE 
AND RELY ON CESCO: 


FOR BINDERS 


To “house” your records efficiently 
and economically, use a Cesco 
binder. Post, Prong, Ring, Chain, 
or Visible Binders come in a wide 
variety of sizes and grades. For the 
best . . . get Cesco binders. 


FOR FORMS & SYSTEMS 


Cesco meets 
the test of ef- 
ficiency and 
economy. For 
ledger sheets, columnar, payroll, or 
other stock form, or even for a 
complete bookkeeping system, 
there’s a Cesco product to help you. 


Depend Upon Cesco 
And You Rely On The Best. 


The C.E. SHEPPARD CO.. 








croach upon this patent. 

Finally, Holland has ar industry 
manufacturing paper goods comprising 
account books, letter files, envelopes, 
writing paper, picture postcards, pic- 
tures, ete. This is an old Dutch in- 
dustry, with a very old and good repu- 
tation, which also works for the ex- 
port market. 

We referred several times to the sig- 
nificance of foreign imports for pro- 
viding the Dutch market with stationery 
and office supplies. In point of fact, 
the trade in these articles has always de- 
pended for a large part on imports 
from other countries. Goods of foreign 
make have always had great attraction 
for the Dutch buyer. Even if Dutch 
manufacturers produce an article which 
is in no way inferior to that of his for- 
eign competitor, the Dutch buyer will 
give his preference to the often more 
expensive article manufactured abroad. 

The largest foreign supplier of Hol- 
land has always been Germany. In ad- 
dition Holland maintained very good 
commercial relations with Great Britain, 
Franee, Belgium, Austria and Czecho- 
slovakia. When the war was over, these 
business relations were reestablished. 
During the last few years relations were 
also opened with Sweden, Italy and 
Denmark. 

The position of the U.S.A. is a very 
particular one. Before the war, the 
U.S.A. was one of the minor suppliers 
of stationery and office supplies to the 
Netherlands. During first postwar years, 
some very modest shipments came again 
from the U.S.A. but during the last few 
years the searcity of dollars has been so 
great an obstacle that practically all im- 
ports from the U.S.A. eame to a stand- 
still. Marshall-dollars may, as is gener- 
ally known, not be spent on “non- 
essentials.” 

During the postwar years, the Dutch 
public “swallowed” many an article of 
inferior quality and which, considering 
the circumstances, could not be any- 
thing else but of poor quality. Gradu- 
ally, however, the public has become 
more critical and only articles of good 
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quality can now hope to find a market. 
The wholesale dealers send their articles 
twice a year to the Netherlands Annual 
Fair in Utrecht where most of them 
have their stands on the 4th floor. 

In the period 1949-1950, turnover has 
gone down. The insatiable market which 
existed immediately at the end of the 
second world war has now become 
saturated and, in consequence of heavy 
taxation and high prices, the publie and 
the retailer, has less liquid means avail- 
able for our goods than a few years 
ago. This is one of the reasons why 
wholesale dealers and manufacturers 
have to proceed very carefully in grant- 
ing credits to their customers. 

Both the wholesale dealers and the 
retailers are organized in a few inde- 
pendent organizations, though these 
collaborate whenever necessary. The 
principal organizations of wholesale 
dealers in our branch are the Section of 
Wholesale Dealers of Paper goods, Sta- 
tionery, Office Supplies, School, Writ- 


ing, Drawing and Painting Materials 


and Implements, and the Association of 
Suppliers to Stationery Dealers (Bo- 
leka), both having their offices in Ams- 
terdam (Joh. Vermeerstraat 29). The 
members of these organizations have 
fixed uniform selling, delivery and pay- 
ment conditions for the whole branch. 
The main organizations of retailers are 
affiliated to the Federation of Dutch 
Associations of Stationery Retailers, 
which also has its offices in Amsterdam 
(Keizersgracht 808). 

The principal organizations of whole- 
sale dealers and retailers have now 
formed a joint consultative committee 
(ERKI) which is endeavouring to 
purge the branch. This committee is 
now preparing plans for a “mutual 
recognition agreement,” by which is 
meant an arrangement whereby recog- 
nized retailers shall be allowed to make 
their purchases only from recognized 
wholesalers and recognized wholesalers 
shall be bound to sell exclusively to 
recognized retailers. 

It may take quite some time before 
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rollers—no tagging or pulling. 
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three line spacing automatic with selector 
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knob. 
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copy. 
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this arrangement will be consummated. 
However, there already exists an agree- 
ment providing that suppliers (whole- THE TEAM THAT 
salers and manufacturers) shall not be LIGHTENS YOUR 
allowed to supply their trade mark i 
articles to department stores. This has =AOFFICE WORK 
been an ardent wish of the retailers — 
who feel their existence threatened by 
department stores and this wish has 
been complied with by the suppliers. 
Foreign suppliers will be well advised 
to bear in mind this susceptibility of 
the Dutch retailer. The same observa- 
tions apply to so-called direct deliveries, 
i.e., supplies delivered direct from the 
manufacturer or wholesaler to the con- 
sumer, with the elimination of the re- 
tailer. It has been decided, in prin- 
ciple, that gradually such direct de- 
liveries shall be stopped. 
Before the last world war there also 
existed a certain degree of collaboration 
in our branch in the form of a “pro- 
tected list,” which was introduced on 
the example given by Great Britain. 
Retailers were bound to sell only at the 
prices mentioned in the list which was 
intended to serve as a weapon against 
underselling and unfair competition. 
Endeavors are now being made to revive 
these old regulations, particularly in 
view of the fact that competition is be- : x : 
coming keener and the old practices of OTL TTS 
underselling are increasing again. ; ES 1492 
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office machines of the highest quality. 
Due to the high standard of German 
organization, there is no market for 
simple duplicators, adding machines, ete. 

The German office machine industry, 
onee second in world production, is very 
slowly approaching its former pre-war 
productivity when it will be able to 
satisfy the requirements of the home 
market. Of course the most important 
and largest factories are in the Russian 
zone and their production is available 
only to a certain degree for the require- 
ments of the western German market. 

Great progress has been made by 
firms in Berlin. New models of well 
known machines include Adrema, F. 
Goerz, Hamann, Addiator, Rotaprint, 
Ormig and many others showing re- 
markable features and improvements. 
Parts, type, platens, and special tools 
for office machine maintenance, almost 
all concentrated in Berlin, have greatly 
increased in productivity and the prod- 
ucts of Iris-Type, Ransmayer & Rodrian 
and Wilhelm Dreusicke & Co. K-G, have 
a worldwide market again. 

But all the activity of German manu- 
facturers will not satisfy the great lack 
of office machinery which exists in this 
country, so foreign manufacturers and 
exporters will find a good market in 
Germany, but only for super-efficient 
machines. 


Japan 


YASUTARO SATOH 
Representative of 
several Japanese 

office equipment and 

supplies associations, 
Tokyo, Japan 


FTER ten lost years, I, as a mem 
ber of this trade, have the great 
pleasure of taking this first oppor- 
tunity to greet all business machine 
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NS 
AND 
NCY. 











When you buy a business machine 
powered with a Lamb Electric 
Motor, you can be sure of many 
years of quiet, dependable motor 
operation. This standard of motor 
performance contributes to both 
satisfactory service and long-term 
economy in business machines. 


THE LAMB ELECTRIC COMPANY 
KENT, OHIO 
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FILE! 
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SAFE—HANDY—CONVENIENT! 


Meets your every demand for a top quality personal 
file. Large secret chamber with 5 storage envelopes. 
Main compartment with 20 file folders. Fire resistant. 
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Metal Noise-Reducing 
PADS FOR ALL 
TYPEWRITERS 





Engineered and constructed for use with each make 
of typewriter and guaranteed to produce the fol- 
lowing results: PERMANENCE—all metal construc- 
tion; CLEANLINESS—baked enamel surfaces for 
easy cleaning; NOISE CONTROL—perforated metal 
surface backed by absorbent felt; VIBRATION 
CONTROL—with rated felt feet; NO MACHINE 
CREEPING—pad has Feltan base. These features 
mean economy of machine operation at lower 
noise levels with less fatigue and fewer errors. 
Write for complete information. 


JARDIN ASSOCIATES, Inc. 
75 MAIDEN LANE, NEW YORK 7, N, Y. 
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volving stock of 10,000 machines. 
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REGAL TYPEWRITER COMPANY, INC. 
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manufacturers and _ stationers in 
America. 

It is well known that the standard 
of a country’s civilization is indicated 
by the state of her office management. 
All Japanese have marveled at the ef- 
ficiency promoted by American business 
machines and supplies. Above all we 
are interested in the speed of electric 
calculators and the moderate prices of 
electric typewriters. It is remarkable 
too how the manufacture of small busi- 
ness machines, with which we are fami- 
liar, has been stepped up with many 
new ideas and new raw materials. 

Facing these facts, we are now thor- 
oughly overhauling our old systems of 
office management and adopting new 
ones. One indication of this tendency 
is that Japanese bankers are replacing 
their abaci with electrie calculators and 
adding machines. We are sure, there- 
fore, that Japan will become a good 
market for efficient business machines. 





The Japanese industry is pretty well 
recovered and rather excellent stationery 
products are being produced. Sta- 
tionery items exported from Japan to 
foreign markets in 1950 greatly in- 
creased in quantity and variety over 
1949. ‘ We expect further improved 
quality in our articles in 1951. How- 
ever, we are handicapped in manufac- 
turing high class business machines be- 
cause of the difficulty obtaining metal 
raw material of good quality. 

Japanese office management is at a 
disadvantage because the import tariff 
in our country has been so high on ma- 
chines other than typewriters. But it 
is expected that our government. will 
reduce the present tariff. We all sin- 


cerely hope that the present heavy con- 
trol of foreign trade will be abolished 
and that friendship will be founded with 
all traders of the world and we will be 
able to correspond with each other with 
mutual respect and faith. 
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exact postage for air mail, first 
class, and merchandise by zones. 
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Order from your office supply dealer. 
Larger capacity models available. 


HANSON SCALE CO. es. 1888 Chicage 22, Ill. 
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“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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DO Ratings for Office Equipment 


The National Production Authority of 
the Department of Commerce last month 
modified its regulations to permit the 
issuance of defense rated (DO) orders 
for the procurement of commercial office 
equipment and supplies and certain mis- 
cellaneous items by the Defense Depart- 
ment, Atomic Energy Commission, Na- 
tional Advisory Committee for Aeronau- 
tics and the Coast Guard. Prior to this 
action, NPA did not permit these agen- 
cies to issue DO ratings for the pur- 
chase of commercial office equipment and 
supplies and other non-industrial miscel- 
laneous items. They now will be per- 
mitted to issue DO ratings for these 
when they find it necessary. Under 
NPA regulations DO rated orders must 
be filled by manufacturers in advance of 
all orders that do not have such ratings. 


NOMDA Convention in Detroit 


The 26th annual convention and trade 


exhibit of National Office Machine 
Dealers Assn. will be held at the Statler 
Hotel, Detroit, June 25-27. The conven- 
tion will stress the dealer’s position un- 
der drastic controls that probably will 
be in effect by June: Plans are to have 
talks by representatives of the govern- 
ment agencies having to do with credits, 
manpower, prices and wages, inventory 
and other phases of business which may 
be under restrictions at that time. ‘‘It is 
a privilege to act as hosts to the Na- 
tional Association,’’ stated John Stifter, 
President of the Michigan OMDA. ‘‘We 
are looking forward to a record break- 
ing attendance for this event. Detroit 
will be celebrating the 250th year of its 
founding and will have seores of in- 
teresting events for the visitors. It will 
be a big year for the city and we are 
glad that our fellow dealers will have 
the opportunity to become better ac- 
quainted with our city.’’ 


136 


Closer Association 


Following the annual _ stockholders’ 
meeting last month of the Canada Car- 
bon & Ribbon Co. Ltd., Toronto, Frank 
R. Nichols, president, Columbia Carbon 
& Ribbon Mfg. Co., Glen Cove, N. Y., 
announced that the Columbia company 
has acquired the remaining outstanding 
shares of its associated Canadian firm 
and that relations between the two com- 
panies will now be more closely co- 
ordinated than ever before. Under the 
direction of I. Lee Miller, general man- 
ager, the Canada Carbon & Ribbon Co. 
plans to expand its manufacturing and 
sales activities in the same direction 
established when the two companies first 
became associated 31 years ago. 


Victor Promotions 


A. C. Buehler, president, Victor Add- 
ing Machine Co., announced promotion 
of Carl Buehler III to executive vice 
president and member of the board of 
directors, and A. C. Buehler Jr. to vice 


Carl Buehler III A. C. Buehler Jr. 


president. Both Mr. Buehler’s sons have 
been active in company administration 
for some time. Carl Buehler III has 
been with Victor since 1939 and has 
served as a vice president of the com- 
pany since 1945. Prior to spending two 
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“THE ALL PURPOSE FILE” 


EXPANDING WALLET 


THE &, 


SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 
materials, making our line 
an outstanding quality line. 


We have 5 separate fac- 
tories for your protection 
and added service. 


Write for our Catalog. We 
also invite: your .inquiries 
for specially made pro- 
ducts. 





cad MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 














What happens when this key 
strikes a stencil ? 


What happens to the coating you 
remove when you cut a stencil? 





Some of it lodges in the 
typewriter key 
(type filling) 





Some lodges in fibers 
of base tissue 


Some lodges in carbon 
cushion sheet 


Most of it forms a ridge around outline 
of the image. This ridge marks the 
difference between a clear, sharp character 
and a fuzzy one 


You'll see the difference when you use Polychrome stencils. Their 
very chemical nature makes Polychrome stencils react more favorably 
to cutting, assures proper distribution of the coating. 


For better copy control, specify stencils that are laboratory-controlled 
. . - specify Polychrome. 


urea CORPORATION. 


io NEW YORE 
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years overseas with the Office of Stra- 
tegic Services in World War II, he was 
actively engaged in the assembly of the 
bombsight produced for the Army Air 
Force during World War Il. A. C. 
Buehler Jr. joined Victor after serving 
in the Navy and subsequent graduation 
from Dartmouth College. He has served 
as credit and collection manager, ad- 
ministrative assistant to the general 
sales manager, assistant in various other 
departments and last as secretary of Vic- 
tor Adding Machine Co, 


A. F. Bakewell, 
general sales man- 
ager, Victor Add- 
ing Machine Co., 
has been promoted 
to vice president in 
charge of sales. His 
promotion was an- 
nounced by A. C. 
Buehler, president 
and chairman of the 

al board at the annual 
Alvin F. Bakewell sales conference in 
Gulfport, Miss. ‘‘Mr. Bakewell’s promo- 
tion,’’ explains Mr. Buehler, ‘‘comes in 
recognition of the continuous and steady 
progress saleswise made by Victor since 
he assumed responsibility for this phase 
of the company’s operations.’’ Since be- 


coming general sales manager in 1946 
Mr. Bakewell has expanded Victor sales 
organization to the point where it now 
includes an active factory branch sales 
and service in key cities across the coun- 


Duplicate $250 prizes were paid by Smead 
Mfg. Co. to two winners tied for first in 
Smead's Window Display Contest. Above, 
Collins & Pittman, Inc., Terre Haute, Ind.; 
right, Schwabacher-Frey, Los Angeles. 
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try plus a dealer organization of better 
than 500 firms. During the past year, 
he has inaugurated a new plan of mass 
distribution for certain adding machine 
models through more than 2,000 non-ex- 
clusive dealer outlets. He has guided 
the sales force in the successful promo- 
tion of many new machines and recently 
inaugurated the sale of Custom Line 
large capacity machines designed for big 
business. Mr. Bakewell has been with 
Vietor since 1927, and came to this com- 
pany as an assistant to the export man- 
ager. His promotions have carried him 
through the positions of export manager, 
assistant sales manager and more re- 
cently to general sales manager. 


Park is Sales Manager 


E. J. Emeny, gen- 
eral manager, Mil- 
ler - Bryant - 
Pierce, announced 
the appointment of 
Harry M. Park as 
sales manager. Mr. 
Park’s promotion 
became _ effective 
the first of the 
year. He will super- 
vise all domestic 
sales activities, in- Harry M. Park 
cluding the 43 branch offices now oper- 
ated by the company. Mr. Park has been 
associated with Miller-Bryant-Pierce for 
many years, and brings to his new posi- 
tion extensive experience in selling and 














TPE CLEANING MADE EASIER 


It's easy to use—no mess 
—n0 liquids fo spill. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free sample sent upon request write to 


NORTA DISTRIBUTING COMPANY 


N23 Broodway, New York 10, NY 


Desendatic MUTOCOPY 
DUPLICATOR PRODUCTS 


aad SUPPLIES 

FOR STENCIL, 

GELATIN aud 
LIQUID PROCESSES 


AUTOCOPY, 


466 WEST SUPERIOR 
18 WEST 18 STREET 


INCORPORATED 


CHICAGO 10, ILLINOIS 
NEW YORK i11 N Y 


SESE SESE SSHE SESE SE SESE IESE SEE SES! 
: For Top Quality in % 
TYPEWRITER RIBBON 
FABRICS 
SH 


Main Office & 


Cc 
“se utting Factory & 


Warehouse 


41 Thomas Street 320 West 68th Street 
New York 7, N.Y. New York 23, N.Y. 


FEES SEE Hae ase atest eee ae ae ae 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 

Write for Our Catal 
TT eee LT 
1. A. DEHN. JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P, O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





sales management. Starting in 1923 as 


| a salesman, he later became general sales 


supervisor. For the past five years he 


| has been manager of the Chicago branch 
| office. 
| of L C Smith & Corona Typewriters Inc., 


Miller-Bryant-Pierce, a division 
is one of the older and larger ribbon and 
earbon manufacturers. As a result of 
increasing sales, the company is now 
completing a large addition to its plant 
at Aurora, Il. 


Royal Des Moines Manager 


Davis B. Starrett, vice president in 
charge of sales for Royal Typewriter Co., 
announced appointment of V. E. Voss to 
the position of district manager of 
Royal’s Des Moines office at 513 Fifth 
Ave. Mr. Voss started with Royal as 
a typewriter salesman at Detroit in 1945 
and in 1947 was appointed district man- 
ager at Flint when Royal’s office there 
first opened. In 1949 he was elevated to 
assistant sales manager at Chicago, his 
post until his recent promotion. 


Cushman & Denison Move 


The offices of Cushman & Denison 
Mfg. Co., have moved up the street 
about 100 yards to larger and finer 
quarters at 153 West 23 St., New York. 
The increased facilities will better en- 
able them to serve their rapidly ex- 
panding business with the trade. The 
new telephone number is WAtkins 
4-6363. The company’s manufacturing 
plants are in Brooklyn, N. Y., and 
London, England. 


Precisa Developments 


The new general offices of Precisa 
Distributors, Inec., national distributors 
in the U. 8. of Precisa adding-listing ma- 
chines, have been established at 555 
Thorn Court, Salt Lake City, where Eu- 
gene Wagner is in charge of all opera- 
tions as general manager. H. R. French 
continues in his capacity as sales man- 
ager with headquarters in Salt Lake 
City. The office in New York City con- 
tinues to function. 


Vocational Sales Manager 


Harold S. Scarth has been appointed 
vocational sales manager for the retail 
stores department of Remington Rand, 
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Conference of sales managers of E. Lagomarsino, distributors in Italy for Fabbrica Addiziona- 
trice Italiana, at the Grand Hotel Principe di Piemonte in Turin, Italy. 


Ine., T. J. Norton, vice president and 
general sales manager of the manage- 
ment controls division, announced. Mr. 
Searth will supervise sales activities for 
chain stores, department stores, mail or- 
der companies, cooperative and other re- 
tail establishments. He has been a mem- 
ber of the organization since 1924. 
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Jeffers Joins Ames 


F, E. Jeffers has been added to the 
staff of the Chicago branch of Ames Sup- 
ply Co. as special sales representative. 
Mr. Jeffers handles customer correspond- 
ence and inquiries and assists office ma- 
chine dealers with their problems. He 
had been manager of the sales depart- 








ae 
Kite- Line" 


THE MODERN COPYHOLDER 
RITE-LINE CORP 1025 - 15th Street, N. W. 


* Washington 5, D.C 


r— TYPEWRITERS 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the adding 


and subtracting oy > that retails for $12.95 
and pays you up to 52 profit 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Iil. 











PROTECT 


Your bank account is the 
prey for every check for- 
ger. Insist on Safeguard 
protection. 


D-R-T 
Dry Rubber 
Tool 


Keeps typewriter type 
clean, free of ink, as 
shiny as silver, always 
like a “‘new”’’ machine. 
Manufactured and dis- 
tributed by Safeguard. 
Dealers and 
Distributors can order 
immediately. 


Safeguard Corp. 


LANSDALE, PENNA. 


overseas distributor—Safeguard International 
3312 Lancaster Ave., Phila. 4 














CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biiromarkt—Classified Directory 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a great help to each businessman, dealing 
with Germany. 

Please check also the following editions! 

Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 

Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 

Dr. Rudolf Werneburg: ABC der Biirotech- 
=, 144 pages, 57 illustrations, 1.50 US- 
ollar. 


Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
"Biiromarkt" which appears twice a month 
for an annual age tion rate of 5. US 
Dollar, and which orms you about all 
novelties coming oi. “the European market. 
Post your order to: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 





THe Orrice—March, 1951 











ment of a wholesale jewelry concern in 


Chicago previous to his position with 
Ames. NEV V- RL 


Burroughs Appointments CARBON PA ER 


The board of directors of Burroughs 
Adding Machine Co. has appointed James Lh plastic pre oh 
I’, Liliis controller, according to Ken- ; 
neth C. Tiffany, vice president in charge 
of finance. Mr. Lillis was formerly as- 
sistant controller. Arthur F. Liska, 
formerly controller, is now assistant to 


a CAN BE USED 
C. A. Baker, general service manager, 


announced appointment of M. L. Peter- 
son as central regional service manager TWICE AS LONG 
for Iowa, Colo., Ind., Mo., Nebr., and 

part of Ill, with headquarters in St. 


Louis. John D. Holland Jr. was ap- 
pointed service manager of the Savannah 


Your customers will ap- 
preciate your showing 
them how NEV-R- 
KURL still gives sharp 
clear impressions even 
after the inked surface 
has worn off from long, 
hard and_ continuous 
use. The reason is that 
every sheet of NEV-R- 
KURL carbon paper is 
fully inked and will con- 
tinue to give good im- 
pressions long after the 
gloss is gone. NEV-R- 
KURL lasts 50 per cent 
longer because the finest 
quality paper is used, 
the best inks — discov- 
ered through years of 
research—and the plas- 
tic backing are bonded 
exactly right. Suggest 
that your prospects com- 
pare NEV-R-KURL 
with any other carbon. 
NEV-R-KURL custom- 
ers repeat—a real profit- 
maker for any dealer. 





This Dodge Route-Van truck sold $20,000 


worth of office machines in its first six weeks | ° e 
of operation by Burroughs Adding Machine Phi CC; i 
“th mee ps 


. Its 462 cu. ft. interior allows demonstrat- 


ing banking, tax, payroll and statistical ma- PROCESS CO.. INC. 

chines at the customer's door. Finished in Sa dai <9 novice HY 

blond mahogany, it has its own electric gen- as, see a 
erator and heating system. 
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HOW TO CUT DOWN ON 
OFFICE HEADACHES ! 


@ The use of Kil-Klatter type- 
writer pads is about the simplest 
way to cut down on those office 
noises that cause errors, careless- 
ness and headaches. 


@ Absorb the shock and deaden the 
sound of typing. 


@ Made from genuine OZITE felt, 
with dent-proof top and skid- 
proof bottom. 


@ Fit many other office machines, too. 


$25 


AT YOUR STATIONER OR OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 


Merchandise Mart, Chicago 54, Ill. 


Dept. T13, 


— KELKIATTER 


i il 


HE SCIENTIFIC TYPEWRITER PAD 


Julian O. 





MeManus is service 
| Fs oe 


branch. Richard G. 
manager of the Hempstead, L. L., 
branch. 


Underwood Appointment 


W. F. Arnold, vice president and gen- 
eral manager, Underwood Corp., 
announced appointment of M. K. Me- 
Whood as manager of the Oakland, 
Calif., branch at 41 N. Main St. 


sales 


Marchant Promotions 


Edgar B. Jessup, president, Marchant 
Caleulating Machine Co., announced the 
opening of new, modern offices at 853 
N. Tyron, P.O., Charlotte, N. C., with 
Grubbs as manager and H. J 
Deason as service manager; and at 519 
S. Broadway, Wichita, Kans., with 
Frank A. Phillis as manager and Vena 
W. Roy, service manager. Howard B. 
Stack, 115 W. 7th St., Pueblo, Colo., 
was promoted to local Marchant agent. 
Al L. Johansson is manager of the 
Stockton, Calif., ageney at 510 E. Chan- 
nel St. where Carl Decker is service 
manager. 


Ship-Ward’s New Format 


‘*Ship-Ward News,’’ dealers’ 
tion of Shipman-Ward Mfg. Co., 
in a new format this year. The 2-color 
eover on heavy stock encloses a well 
illustrated publication reproduced by 
offset from printing type and trimmed 
to handy, pocket-size. A return card in 
the first issue asks dealers to report how 
they like the publication now. 


publiea- 
appears 


Appoints Ady. Agency 


The National Business Show has ap- 
pointed Richard La Fond Advertising, 
Ine., New York, to handle the publicity 
and advertising for the 43rd annual 
Business Show scheduled to be held in 
the Grand Central Palace, Oct. 22-27. 


Royal Portable Reps 


W. H. Beckwith, portable sales man- 
ager for Royal Typewriter Co., an- 
nounced three portable district represen- 
tative appointments. Lee B. Sterling, 
formerly Royal Portable district repre- 
sentative at Des Moines, has been pro- 
moted to portable district representative 
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FOR PRESSES, DATERS, 
AND MARKING MACHINES 


INTERCHANGEABLE 
RUBBER 


TYPE 


SET YOUR OWN TYPE 
..- IT LOCKS TIGHT! 


Simply press type in base with finger tips. 
Special cast rubber prints on any surface. 


Write for catalog D 
WM. A. FORCE 


& COMPANY, INCORPORATED 
) 3 oN Y 


64 WHITE STREET. NEW YORK 


THREE QUARTERS OF A CENTURY’S SERVICE 





LET MR. SPEEDCUTTER 
TELL THE BOSTON STORY 
1, See this good looking steel 

nickel-plated Boston receptacle. 


2. This Boston KS is wonderful. 
lt sharpens 8 sizes of pencils. 


3. This screw-on type handle has 
been a good feature on all 
Boston models for years. 


WRITE FOR CATALOG 
C. HOWARD HUNT PEN CO. 


CAMDEN, N. J. Also manufacturers of 
Speedball Pens and Products . . . Hunt Pens 











IT'S HOMOGENIZED FOR YOU... | 


CANODE 


PREMIUM BLACK 
DUPLICATING INK 


NO OIL SEPARATION. Highest Quality Fast 

Drying Oil Base Ink. 
CLEAR, SHARP COPY. Standard Since 1936. 
FAST DRYING OIL BASE. ‘This Ink is Labora- 

tory Controlled. 
MINIMUM PENETRATION. Every Batch is 
WILL NOT HARDEN PAD. Tested tc Assure a 


Uniform and  Con- 
wets. INJURE ANY sistent Quality. 


Premium Ink Is 
MINIMUM OFFSET, 


Available in Pound 
CANODE PREMIUM INK  % _Half-Pound Con- 


GUARANTEED AS ABOVE. ‘ainers. 


Canode Propucts WRITE FOR 
MANUFACTURED By CATALOGUE 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST. 








CHICAGO 22, ILLINOIS | 
ORIGINATORS OF HOMOGENIZED DUPLICATING INKS 





KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Cembining 
Pertability— 
Efficiency— 
——aae 
urability 
Adjustable to the 
natural position of 
any pair ef hands. 
KARLO STANDS 
are designed to 
ave better service 

an any other of- 
flee machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum pert- 
ability, attractive 
appearance, utmost 
efficlency and 

greatest 
durability. 


Write fer 
Model 1 full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave, S.W., Grand Rapids 2, Mich. 
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NEW! Reinforced File Folder Tab Labels 


Here’s why you should use 
Dennison Reinforced File Folder Tab Labels: 





@ Make worn folders as good as new. @ 8 colors for easy subject classification. 
@ Reinforce new folder tabs while labeling. @ Fit all 14 cut folders. 

@ Form a triple strength tab for long wear. @ No ridges to catch on papers. 

@ Ready to use in easy-to-type strips. 





Order a supply of Dennison Reinforced 
File Folder Tab Labels from your 
stationer today. 


Dennioon 
For free samples, write Dennison, © 
Dept. TO, Framingham, Mass. 














Opicina DHNER “The machine to count on” 


HANDY CALCULATORS 


Set “353” once and finish the 
following calculation in 25 sec- 
onds: 


353 units @ $1.75.... $617.75 
15% discount 


525.09 
less 24%% for cash... 13.13 DEALERSHIPS AVAILABLE 


511.96 Write for Bulletin QO-33 


Compare the advantages of this 


sturdy, low-cost portable, effi- Odhner Sales ine. 


cient calculator with any ma- IVAN SORVALL, PRES. 
chines in the field. Why pay 210 FIFTH AVE., NEW YORK 10, N. Y. 


9 SOLE DISTRIBUTORS FOR U.S.A 
more: 
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of the territory headquartered at Chi- 
cago. Howard M. Rowley has been as- 
signed to the post of portable district 
representative for Royal’s New England 
territory with headquarters at Boston. 
New portable district representative at 
Omaha is Robert H. Hult who will cover 
the greater parts of Nebraska and Iowa. 


Machine Service Manager 


Promotion of Richard EK. Wilcox, fae 
tory service representative, to machine 
service manager was announced by 
Lewis P. Naylor, general sales manager, 
Ozalid, Division of General Aniline & 
Film Corp. Mr. Wilcox joined Ozalid in 
1945 and was appointed regional service 
supervisor for the southern region. In 
1948 he was promoted to factory service 
representative, handling special field 
service assignments and assisting in the 
Service Training and seminar programs. 


NOMDA Membership Campaign 


National Office Machine Dealers Assn. 
opened a membership drive last month. 
Indicative of interest in the association, 








COPYREX 


sol ety aca 


DUPLICATOR 


The Smallest Rotary Liquid Duplicator 
Takes smallest stock up to legal size. Precision 
prints in one or many colors at one time, on all 
paper from airmail to carton weights. A _ fast 
seller at oniy 


Write for dealer discounts today! 


Rex Rotaty 


DISTRIBUTING CORP. 


128 West 23rd St., New York 11, N. Y. 
Telephone: CHelsea 3-5031 
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SECURITY 
BRAND ‘ 
Complete Line * 

DE LUXE 
Canvas & 
Leather 
Mail Bags for 
your select 
clientele. 
Send for 
cireutar. 
eee —% Corp. 
Box |, 
- ent duLae 
Wis. 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St,, New York 13, N. Y. 


*Reg. U.S. Pat. Off. 








SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
2 


HAIDA ENGINEERING CO, 
34-11 Vernon Boulevard 











Long Island City 6, New York 
PROBLEMS 


3 PHONE *sotves~— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 





New York 16 











many members have been added in recent 
months. Several have joined without 
solicitation so members expect the drive 
=>] | to be productive of excellent results. 
1 coe & ‘‘Never before in history have the 


‘ H 
YOUR CUSTOMERS ill b dealers of the nation needed guidance 
wi e under a controlled economy as they do 
now,’’ stated Ed Toussaint, NOMDA 
MORE IMPRESSED ! 4 president. ‘‘Only through the channels 
ly of our association can the individual 
dealer make his voice heard. We today 
have a committee of top flight business- 


men in the industry who are ready to 
go to bat for the oftice machine dealers.’’ 





Canada Sales Clinics 

Wood Office Furniture Institute will 
conduct a series of sales eclinies in Cana- 
da for office furniture dealers and their 
salesmen. These will be conducted by 
Howard Gatewood, WOFI director of 
trade relations, and based on the success- 


by documents, papers and ful clinies held in the U. S. in 1949. The 


schedule is: March 27, Mount Royal Ho- 


tel, Montreal; March 29, King Edward 
checks protected by Hotel, Toronto; April 3 


Schlegel putt 


dra Hotel, Winnipeg; April 6, Vancouver 
Hotel, Vancouver. Details from Mr. 


FASTENERS 


NYtlaet-33 10) ae (ol ia{-Wi at) 0) of-1ae ofelate 


@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 
... look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


FILING 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! SUPPLIES | 


Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 








The ninth sales training manual of the National 
Sent al MANUFACTURING Stationery & Office Equipment Assn., How to 

COMPAN Sell Filing Equipment, is a companion study 
g : r to its second manual, How to Sell Filing Sup- 
| plies. A section of the above 52-page book 
380 N. Goodman St., Rochester7,N.Y. | covers fileroom planning and layout. 
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ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE . 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 
gives fast, accurate service. 

















PAYCHECK ‘‘Outlook”’ ENVELOPES 
REBUILT ELLIOTTS | 


ALL MODELS oo - bs | The quick, easy, safe way to handle pay checks. 
HA : | Name only, as written on the check, shows through 
ND & ELECTRIC window in Opaque envelope. This insures privacy 
WE MANUFACTURE... for yg and emaiares. Saves second address- 
' ing of names on ordinary envelopes and prevents 
ot = — Fibre sten- : | checks getting mixed, Made any size, with window 
ie on : “. ae i ae opening positioned to fit your checks. 

ys, nets, liqui “ 
paste ink. Also Smith Sten- Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook'' Envelope and prices 

based on your estimated yearly requirements. 


OUTLOOK ENVELOPE COMPANY 


cil typewriters. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 








Dept. 5-0, 40 W. 15th St., N. Y. 11, N. Y. | Established 1902 


MAILERS' EQUIPMENT CO. iMMintiacoece eco ie ear 
DICTATING MACHINES 





BILLING, me aaron 


Ee BOOKKEEPING 1” | One 


SUPPLIES 
2 


= & ANALYSIS | Discs 
~ MACHINES = 


GUARANTEED 
REBUILTS 


LATE MODEL 


We furnish all special features and rebuild | DICTAPHONES 
the machines you order to your direct speci- | EDIPHONES 
fications. All machines unconditionally guar- | AUDOGRAPHS 


anteed, Inquiries invited. 
WE ARE ALSO BUYERS OF ALL MAKES SOUNDSCRIBERS 


OF OFFICE ACCOUNTING MACHINES 
AMERICAN DICTATING MACHINE CO.. Inc. 


Accounting Machine Export Corp. cs dabiéo ee ee 
434 BROADWAY, NEW YORK 13,N. Y. Telephone MUrray Hill 4-3556 
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STENCIL BOOK FILE 


ca 


The Smart Way to r 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH CO., Techny, I 





The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 


edge moves forward the exact measured | 


distance step by step, with a slight pres- 


sure of the thumb and forefinger. The oper- | 
ation is very simple and anyone can pro- | 
duce forms the equal of a skilled draftsman. | 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C 
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the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from INTERNATIONAL 
CALCULATING MACHINES... 


. all makes and models are available at 
International. Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt .. . 

ADDING * BOOKKEEPING 

CALCULATING MACHINES 
COMPTOMETERS © TYPEWRITERS 

ADDRESSOGRAPHS 
Dealers’ Inquiries Welcomed 
Write, Phone or Wire 


w.oowo INTERNATIONAL 
OFFICE APPLIANCES, INC. 


E New York 
ORegon 43-6400 ° ADDBOOKAL 





IMPORTANT ISSUES often go out of print 
and become unobtainable. Keep your copies 
of THE OFFICE in these attractive binders 
from which copies can be easily inserted or 
removed without injury to the hands. Each 
binder holds 6 issues—two binders for a full 
year’s copies are $3 postpaid in the U. S. 
Binders are not sold singly. 
OFFICE PUBLICATIONS COMPANY 


270 Madison Avenue, New York 16, N. Y. 


Tue Orrice—March, 1951 





Gatewood, Wood Office Furniture Insti- 
tute, 730 11th St., N.W., Washington 1, 
D. °C. 


Ralph C. Coxhead 
f oe th ae | Ralph Cramer 
Coxhead, 58, foun- 
der and chairman 
of the board of 
Ralph C. Coxhead 
Corp., died sud- 
denly Feb. 6. Mr. 
Coxhead’s inven- 
tive career began 
in World War I 
with a commission 

in the Navy and 
Ralph C. Coxhead assignment to 
Naval Consulting board then headed by 
Thomas A. Edison. He was later trans- 
ferred to the Army to spur development 
of anti-aircraft shell fuses. In 1933, 
after a successful selling career in the 
ealeulating machine field, he acquired 
the old Hammond typewriter patents and 
machinery from which he developed the 
Vari-Typer. This office composing ma- 
chine, long used for office duplicating 
and photo-offset printing, entered the 
letterpress field when Chicago’s news- 
papers used Vari-Typers to set their com- 
position during the long compositor’s 
strike. Mr. Coxhead’s great interest in 
the graphie arts was shown when he 
bought the home of the late Frederic W. 
Goudy and converted it into a memorial 
to America’s foremost type designer. 
No one else in the printing industry had 
shown any interest in the Goudy home 
and had it not been for Mr. Coxhead 
the property would have become a board- 
ing house. Mr. Coxhead is survived by 
his widow, Kathleen; two sons, Ralph 
Jr., and Peter; and a daughter, Kathleen. 
His brother, Stuart P. Coxhead, is presi- 
dent of Ralph C. Coxhead Corp. 


Kay Wolff 


Due to a coronary thrombosis, Kay 
Wolff, founder and active head of 
Adrema, Ltd. of London, died suddenly 
Jan. 17. His untimely passing removes 
from the addressing machine industry 
one of its most active and successful 
characters. He had greatly advanced 
the techniques and performance of 
Adrema equipment and expanded its 
sales into every corner of the world. 
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STORMS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


MANUFACTURED FOR THE 
DEALER TRADE excvusivety 


| @ DEALER IMPRINT PACKAGING 


| @ DEALER IMPRINTED-BACK 
CARBON PAPER 


@ SPECIAL CARBON, RIBBONS 
AND ROLLS 


FINEST QUALITY PRODUCTS BACKED BY 
| OVER A HALF-CENTURY OF MANUFAC- 
| TURING EXPERIENCE. 





| If you want to sell new customers who will 
| stay sold or if you would like to offer your 

old customers a better product than ever 
| before then write now to DEPT. H for details. 


“THE COMPLETE LINE" 
stands the test of time 


*ecoRDs eTeR ab 


yaaot mann 


H. M. STORMS COMPANY 


STORMS BUILDING 
BROOKLYN 16, N. Y. 
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Acco Products, Inc. 

Accounting Machine Export. Corp, 
Acme Adding Machine Service nt Sales Cor p. 
Addo Machine Co. .... 

Adkins & Kuschel Co. . 

Allen Business Machines Inc., R. 
American Addressing Machine Corp. 
American Carbon Paper Corp. 
American — 

American Hair & 

American Lithofold Brag 

American Numbering Machine ‘Co, 
American Writing reper peneagedl 
Autocopy, Inc. i 


Barrett Adding Machine Division . 
Basten, Peter . 

Bates Mfg. Co. 

Battie Creek Food Co. 

Best Pencil Co., Richard 

Boorum & Pease Co. 

Bruning Co., Charles 

Burroughs Adding Machine Co. 


Canvas Products Corp 
Clarotype Co. . 
Clary Multiplier 
Codo Mfg. Corp. 
Collier Mfg. Corp. 

Cole Steel Equipment Co. 


Corp. 


Columbia Chemical Co. 
Columbia Ribbon & Carbon Mfg. ‘Co. 
Controls 


Commercial! 
Convoy, Inc. 
Cook Go., H. C. : 
Cramer Posture Chair Co. 
C-Thru Ruler Co. ; 
Cushman & Denison ‘Mfg. Co. 


Corp. 


Dehn, Jr., |. A. 
Dennison ‘Mfg. Co. 
Denominator Co. 
Dick Co., A. B. 
Diito, Inc. 


Eastern Corp. 
Edison, Inc., Thomas A. 
Everett Plastics 
Executone, Inc. 
E-Z Sort Systems Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Casteli Pencil Co., A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. ; 
Federal Cash Register Co. 

Felt & Tarrant Mfg. Co. 

Fisher Pen Co. ‘ 

Force & Co., Wm. A. 

Frankel Mfg. Co. 


Gavrin Press, Inc., Arthur J. 
General Binding Corp. 
General Electric Co. ; 
General Fireproofing Co. 
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Gibian, Richard .... 
Graff Co., “gle B. 
Gray Mfg. Co. ‘ 


Haida Engineering Co. 
Hammermill Paper Co. 
Hanson Scale Co. 
Harding Co., i 
Heyer Corp. . 

Hunt Pen Co., c. 
Hush-A-Phone Corp. 


Imperial Desk Co. . 

Indiana Cash Drawer Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. 
Internationaji Business Machines Corp. 
International Cash Register Parts Co. 
International Office Appliances, Inc. 


Jardin Associates, Inc. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

Kellogg Switchboard & Supply Co. 
Klopp Engineering 


Lamb Electric Co. 
Lanston Monotype Machine Co. 


Mailers' Equipment Co. 

Manifold Supplies Co. 

Marchant Calculating Machine Co. 
Maso Steel Products ...... 
Master Addresser Co. 

Merix Chemical Co. 

Moller Products Corp. 

Monroe Calculating Machine Co. 
Morris Co., Bert M 


Multistamp Co. 


National Office Furniture pay 
Norta Distributing Co. 


Odhner Sales, Inc. 

Office Publications Co. ..... 
Old Town Ribbon & Carbon Co. 
Outlook Envelope Co. - 
Oxford Filing Supply Co. 


Paraliner Co. 

Peerless Imperial 
Phillips Process Co. 
Pitney-Bowes, Inc. 
Polychrome Corp. 
Precisa Distributors, Inc. 
Precisioneering Mfrs., 
Pronto File Corp. 


Queen Ribbon & Carbon Co 
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Hiawatha 


AIR MAIL 
PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


INC. 
409 Pearl Street, 
New York 7, N, Y. 





Wansco Paper Products Co. 


WON'T TIP OVER 


SHOWN: NEW MARCHAND Rgeremeater ON 











A TUSCO STAND. 
TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Ave 
ESTABLISHED 1921 


Detroit 8, Mich. 








Rapid Roller Co. 

Regal Typewriter Co. 

Reliable Typewriter & Adding Machine Co. 
Remington Rand Inc. (Business Machines & 


Smith & Corona Typewriters Inc., L. C...Cover II 
Shorts Ge. 4. i os. . 51 
Strohmeyer & Arpe Co. ea 147 
Sturgis Posture Chair Co. . : 16 


Supplies Div.) 
Remington Rand Inc, (Dealer Sales Div.) 


Remington Rand Inc. (Management 
Controls Div.) . 


Rex-Rotary Distributing Corp. 
Ritchie Co., W. H. 

Rite-Line Corp. 

Riitenhouse Paper Co. ror 
Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 

Rose Ribbon & Carbon Mfg. Co. ... 
Royal Typewriter Co. 


Safeguard Corp. 

Schlegel Mfg. Co, 

Schweitzer Inc., Peter J. 

Securify Steel ‘Equipment Gers. 
Select-O-Phone Division ; : 
Sengbusch Self-Closing inkstand. Co. ‘ 
Dennen Ge. Gs Ey iociicdecrcce ees 
Sheppard Envelope Co, 
Shipman-Ward Mfg. Co. 

S-K Forms Co. 

Smead Mfg. Co. 

Smith, Charles C. 
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Swift Business Machines Corp. 


Technygraph Co. 

Thomas Mechanical Collator Corp. 
Thurston Inc., W. Harris 

Tiffany Stand Co. 

Todd Co. 

Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Varco, Inc. 
Underwood Corp. 


Victor Adding Machine Co. 
Victor Safe & Equipment Co. . 
Visual Planning Equipritent Co. 
Vogel-Peterson Co. 


Wansco Paper Products Co, 
Wassell Organization 
Webster Co., F. S. 


Yawman & Erbe Mfg. Co. 








bn we 
See it” 


Small Classes 


HAT old friend of office man- 
ment men, the American Man- 
agement Association, has struck 
gold in its office management 
workshop seminars. These consti- 
tute small discussion groups that de- 
vote three solid days to exploring, 
trading experiences and reaching 


conclusions on a single major prac- 
problem in office manage- 


tice or 
ment. Each group is under the 
leadership of a chairman of recog- 
nized authority and experience in 
the subject matter, assisted by se- 
lected with specialized 
knowledge. Those attending the 
seminars are office management 
executives to whom the problems 
under discussion basic. Each 
registrant brings to the discussion 
his own company’s experience with 
illustrative material for exchange 
with, and distribution to, the others 
attending. Examples of subjects 
under AMA seminar discussion this 
month inelude: Training the Office 
Supervisor, Streamlining Office 
Work Methods, Purchasing Supplies 
and Equipment, Work Measure- 
ment and Incentives, The Audit of 
the Office. 


advisors 


are 
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The secret of the great value and 
suecess of these AMA seminars lies 
in the limit of twenty persons placed 
on attendance in each group. There 
is thus provided an opportunity to 
discuss exhaustively all aspects of 
the problem in an informal and off- 
the-record atmosphere under skilled 
and experienced leadership, result- 
ing in a happy combination of prae- 
tical and theoretical knowledge of 
the subject. 

To achieve the more intimate edu- 
cational relationships demanded by 
practical executives, some years ago 
New York University started their 
Work Simplification Round Tables 
for advanced office management in- 
struction and the Wharton School 
of the University of Pennsylvania 
just started a similar group in 
Philadelphia. In earlier days when 
office management was still in short 
trousers these contacts, even in as- 
sociation conferences, were on this 
personalized basis. Today the almost 
overwhelming size and weight in 
numbers of the different association 
activities in which he might partici- 
pate does not give our student either 
practical knowledge or solutions to 
his immediate and individual prob- 
lems. Just as we insist on smaller 
for our children, a 
strong demand for more limited and 
more frequent clinics in office man- 
agement is developing. These new 
compact AMA seminars* are setting 
fresh standards of education in 
office management through associa- 
tion participation. 

" * At the Hotel New Yorker, March 19-21. For 


complete program write American Management 
Assn., 330 West 42 St., New York 18. 


school classes 
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